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1. Job Function 

The Corporate Secretary is responsible for providing confidential administrative support and 
guidance to the Board of Directors in accordance with the Company's charter, the Companies' Act, 

by-laws, the State Enterprises Manual, and other legal and compliance issues. The incumbent also has 

responsibility for shareholder relations and maintenance of corporate records, including minutes of 
meetings of the Board of Directors, Sub-Committees of the Board, and Shareholders. All activities 

must conform to organizational guidelines and standards and to all legal requirements of the 

industry. 

2. Principal Duties and Responsibilities  

 Corporate Secretary: 

 Manages logistics of all Board, Sub-Committee and Annual General Meetings, as well as 
ensures that all resolutions have been implemented and are in compliance with the 

Company's Articles of Association. 

 Ensures the compliance of the Company and the Board of Directors with the relevant 

laws, rules and regulations, resolutions of both the Board and AGM's meetings, including 

corporate governance practices. 

 Prepares agendas, reviews, prepares, and distributes Board materials containing 

substantial background information to assist with Board and Sub-Committee meeting 
preparation. 

 Attends and records the minutes of all Board and Sub-Committee meetings, ensuring that 

same are disseminated in a timely manner. 



 

CORPORATE SECRETARY 

 

 

Job Description  

2024 

 Defines and guides the corporate reporting process, supports the generation and 

submission of reports to the Board, by management, to best support the Board in the 

discharge of oversight and foresight responsibilities and fiduciary duties. 

 Ensures the accurate and timely dissemination of actionable decisions and guidance from 

the Board to management. 

 Provides support and advice to the Chairperson of the Board in carrying out duties 
relating to the effective governance and performance of the Board and organization, 

including provision of advice on corporate governance best practice, appointments, 

processes, and Board skill sets, and in relation to the avoidance of conflicts of interest by 

governors. 

 Handles the logistics of live board meetings or, in the increasingly virtual business 
environment, scheduling conferencing. 

 Effectively utilizes available technology to prepare and distribute materials, conduct 

meetings, and facilitate other Board and Sub-Committee activities while being mindful of 

privacy and confidentiality concerns.  

 Prepares and keeps important documents of the Company, maintaining and ensuring 

document accuracy. 

 Maintains records of the materials provided to the Board and its Sub-Committees to 

substantiate that Directors are given appropriate information on which to base decisions. 

 Monitors corporate governance and other developments that the Board and/or its Sub-
Committees need to know, taking the steps necessary to comply with changing regulatory 

and other requirements. 

 Supervises, coaches and mentors all staff members of the Corporate Secretariat, ensuring 

compliance with governance and quality requirements, to successfully deliver all key 

milestones and outcomes. 

 Complies fully with the Company’s policies and procedures and adheres to the 
Company’s Core Values and Code of Business Conduct by daily demonstration of 

associated behaviour. 

 Performs any other duties as required by the job function. 
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2. Personal Attributes 

 Detail-oriented 

 Organized 

 Dependable  

 Intuitive 

 Proactive 

3. Qualifications and Experience 

 Qualified as an Attorney-at-Law - LLB and LEC/LPC 

 Minimum ten (10) years’ experience practicing Law, with at least five (5) years managerial 
experience 

 Experience in a similar position 

 An MBA will be considered an asset 

4. Knowledge, Skills, and Abilities 

 Strong organization and detail-oriented skills 

 Excellent verbal and written communications skills. 

 An efficient and patient communicator. 

 Effective multitasking skills 

 An excellent and resourceful problem solver. 

 Sufficient organizational knowledge and familiarity with business laws and regulations. 

 Sound judgment and discreetness where appropriate. 

 Acquainted with and comfortable with bureaucratic limitations and guidelines. 

 Ability to perform well under pressure 
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