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Recruitment of Directors for East Devon Environmental Services Ltd  

 

Report summary: 

This report outlines proposed arrangements for constituting and operating the Board of 
Directors for East Devon Environmental Services Ltd. 

Is the proposed decision in accordance with: 

Budget    Yes ☒ No ☐ 

Policy Framework  Yes ☒ No ☐  

Recommendations: 

 
1. The Shareholder Committee (SHC) approve that a Chair for the Board is selected 

and appointed as outlined within the body of this report.  
2. The SHC agree that the Monitoring Officer arranges for the Managing Director to 

be appointed as a Director of the LATCo within 15 working days of them 

commencing their appointment.   
3. The SHC agree that selection and appointment of a member of staff to the role of 

Executive Finance Director is paused for the reasons set out in the report and that 
the role remains unfilled on the Board until such time as the Shareholder 
Committee resolve to fill the vacancy.  

4. That an additional Non-Executive Director post is created, with specific 
responsibilities for strategic financial governance and compliance. 

5. The SHC delegate responsibility to the Director of Place to implement the 
proposals for recruitment of Non-Executive Directors, as set out in this report. 
Three members of the Shareholder Committee will form a panel to conduct the 

selection process and will make recommendations to the Committee for suitable 
appointments.   

 

Reason for recommendation: 

To ensure effective governance of the Company through robust operating arrangements 
for the board and by recruiting Directors with appropriate skills and experience. 

 

Officer: David Robertson, Project Manager, Streetscene  

 

Portfolio(s) (check which apply): 
 



☐ Assets and Economy  

☐ Communications and Democracy 

☐ Council, Corporate and External Engagement 

☐ Culture, Leisure, Sport and Tourism 

☐ Environment - Nature and Climate 

☒ Environment - Operational 

☐ Finance  

☐ Place, Infrastructure and Strategic Planning 

☐ Sustainable Homes and Communities 

 

Equalities impact Low Impact 

There are no equalities impacts of this decision 

Climate change Low Impact 

Risk: Low Risk; . 

Links to background information  
 

Appendixes 

Appendix A: Role Profiles 

 

Link to Council Plan 

Priorities (check which apply) 

☒ A supported and engaged community  

☐ Carbon neutrality and ecological recovery 

☒ Resilient economy that supports local business 

☒ Financially secure and improving quality of services 

 

 

Report in full 

1. Background 

1.1. The Company was formally created and registered at Companies House in 
November 2025 and has subsequently been renamed as East Devon 

Environmental Services Limited; its registration number is 16840236. Two senior 
officers from the Council have been appointed as Company Directors, enabling it 
to be registered and to operate. It is intended that these appointments are a short-

term measure while long term arrangements for the Company Board are agreed 
and recruitment takes place. 

 

1.2. Governance arrangements for the Company were outlined in Cabinet Reports in 
July and October 2025; these set out the structure of the Company Board and 

governance structures. This creates a company Board of Directors consisting of 
the Managing Director, a Finance Director and three Non-Executive Directors.  

 

1.3. The Managing Director has been recruited and is anticipated to start work in mid-
February, following a decision by SHC in November 2025. This role is as both a 

https://eastdevon.gov.uk/councilplan/


staff member and a Director. Arrangements will be made to formally register the 
postholder within 15 days of commencing their role in relation to the latter.   

1.4. There has been extensive discussions among stakeholders about roles within the 
board and how to ensure it operates effectively. Recommendations within this 

report address the roles of the Chair of the Board, the Finance Director and how 
the Company Secretary function will be delivered. APSE are supporting 
administrative arrangements for the Board and have been instructed to develop 

role profiles for the Chair and other Non-Executive Directors, these are in 
Appendix A of this report. 

 

1.5. In addition to setting up the Board of Directors, the initial management structure of 
the company must also be agreed. This is currently under development and will 

be considered by the Company Board of Directors on 30th January 2026. A draft 
of the proposed structure will also be presented the Committee within the Project 

Update agenda item. The structure includes a Finance Business Partner, who will 
be an experienced management accountant and will lead on delivery of the 
financial functions of the company. This role will report directly into the Managing 

Director.  
 

2. Role of the Chair of the Board 

2.1. Section 4.4 of the Shareholder Agreement, which is subject to approval by the 
SHC on 29th January, proposes that the Chair of the Board is a Non-Executive 

Director and is appointed either by the Owner (through a decision of this 
Committee) or by the Company Directors where the owner has not exercised this 

right.  
 

2.2. It is proposed that the Chair is recruited and appointed before the other Non-

Executive Directors (NEDs), enabling them to contribute to the recruitment of the 
other NEDs. Arrangements for the recruitment of all NEDs are outlined in section 

5 of this report.  
 

2.3. The Chair is responsible for a wide range of strategic and administrative 

governance issues and is well placed to support the Managing Director and 
provide healthy challenge where necessary. Therefore it is recommended that the 

role profile in Appendix A of this report is adopted. This role will require significant 
commitment of time and skills, therefore it is recommended that an allowance will 
be paid of up to £500 per day for up to 40 days per year.  

 
3. Delaying appointment of the Finance Director and alternative arrangements for 

financial scrutiny.  
 

3.1. The proposed structure of the board agreed by Cabinet includes an executive 

Finance Director role which would operate part time and for a minimum of one 
day per week. Officers have spoken to senior management at Swisco and North 

Somerset Environment, two similar LATCos which operate services within the 
South West. In both cases, a Finance Director was not appointed in the first few 
years of operation as it was not felt necessary. Additionally, advice received 

verbally from APSE indicates that most small LATCos do not have an executive 
Finance Director position, relying on specialist skills from Non-Executive Directors 

instead.  
 



3.2. Therefore it is proposed that the role of executive Finance Director is not 
appointed at this time, but is retained as a role on the Board which can be 

appointed at a future time by a recommendation of the Board of Directors to the 
Shareholder Committee.  

 
3.3. It is recommended that one of the Non-Executive Director appointments selects a 

candidate with experience of strategic financial oversight and corporate legal and 

financial compliance.  
 

3.4. This change will allow budget instead to be focused on recruiting a finance 
business partner or manager into the LATCo staff immediately. A role which other 
LATCos have highlighted as essential.   

 
4. Role of the Company Secretary 

 
4.1. There is no legal duty for a Company to have a designated Secretary, however 

the functions of this role are integral to effective governance and compliance for 

these duties to be taken on by one or more Directors. The Shareholder 
Committee considered this in November 2025 and agreed to source specialist 

skills from APSE to carry out this role during the set up and initial trading period. 
Andrew Uprichard from APSE is undertaking this role and is also delivering 
training for the Board of Directors and Shareholder Committee.  

 
4.2. Andrew is acting in an advisory capacity to the Board and is also making 

arrangements for the initial Board meetings. It is intended that he will continue 
delivering this role throughout 2026 and will train and support a member of the 
Board or company’s management team to take on the role.  

 
4.3. It is recommended that decisions on the long-term arrangements for Company 

Secretary functions are delayed until later in 2026, allowing time for the company 
and its Board to operate for a period. This will help to ensure that the Shareholder 
Committee makes good decisions based on local circumstances.  

 
5. Appointment of Non-Executive Directors 

 
5.1. The current structure of the Board, as agreed by Cabinet, is a Managing Director, 

Finance Director and up to three Non-Executive Directors (NEDs). Pausing the 

recruitment of a Finance Director will leave four active positions on the Board, 
creating circumstances where voting on key decisions has potential to be tied on 

a 2/2 split, requiring the Chair’s casting vote to be used.  
 

5.2. It is therefore recommended that a role for a fourth Non-Executive Director is 

created, and that the Shareholder Committee appoints into this role. This will add 
additional capacity and experience to the Board and will also support effective 

decision making.  
 

5.3. It is proposed that the NEDs are paid an allowance equivalent to up to £500/day. 

For the purposes of recruitment, it is assumed that each board meeting will 
require two days of input, 12 board meetings per year. This produces an annual 

allowance of up to £12,000. Directors are treated as employees for the purposes 
of taxes on income, therefore both national Insurance and income tax are 
applicable to these payments. However, they are not treated as employees for 



employment rights legislation.  
 

5.4. Contracts of employment will be drawn up by Fitzgerald HR, ensuring that the 
NEDs are treated appropriately for both employment law and taxation on income.  

 
6. Ensuring specialist skills on the Board 

 

6.1. Composition of the Board should ensure a full range of skills and experience 
which will support strategic oversight and effective governance. Therefore the mix 

of skills on the Board should be linked to the Company’s Strategic Objectives, 
along with wider requirements linked to effective governance and strategic 
management. An initial set of strategic objectives were approved by Cabinet in 

July 2025 and it is within the remit of SHC to amend these objectives as 
necessary.   

 

Strategic Objective Board skills and 
experience  

To deliver services for the Council, striving for ef f iciency 
and continuous improvement 

- Maintaining and improving 
business performance  
- Specialist experience of  Human 

Resources, Corporate 
Communications, business 
strategy and other core corporate 

functions 

To deliver value for money, achieving the shareholder’s 
f inancial objectives 

- Strategic f inancial planning 
- Driving f inancial performance  

  

To pursue commercial strategies which provide a return 
for shareholders and an environmental dividend   

- Delivery of  commercial 

strategies in the context of  local 
government  

To provide high quality employment and skills 
development for local people, and provides local 
economic benef it 

- Supporting employment and 
skills strategies which target 
underrepresented groups 

To support local economic development and contribute 
local value 

- Awareness and experience of  
managing not for prof it and quasi-

commercial organisations to 
deliver local value to communities 
and groups. 

To reduce the direct environmental impact of  operations 

and to improve indirect environmental impacts of  
households and businesses in the area 

- Operation of  local government 
environmental services 

- Application of  climate change 
and environmental improvement 
strategies in commercial context  

To provide an ef f icient and ef fective business model which 
can be expanded to new services and adopted by near 
neighbours and future unitary authorities. 

- Strategic business planning and 

development 

To operate in ways which support EDDCs wider missions 
and values 

- Awareness and experience of  
local government at a strategic 

and senior level 

To plan and deliver services which are aligned with 
changing local needs and national waste policy 

- Awareness of  national waste 

strategy and objectives 
 



 
 

7. Section 4 – Role Profiles and Criteria for appointment 

7.1. Role profiles for the Non-Executive Directors and Chair are within Appendix A. 

These have been developed by APSE as part of the support they are providing 
for setting up and operating the Company Board.    
 

7.2. It is best practice for LATCo Company Directors to have full independence from 
the Council, reflecting their legal duties to always act in the best interests of the 

Company. Although the objectives and interests of the Company are usually 
aligned with the Council, this is achieved through other governance 
arrangements, in particular by the Shareholder Committee. Therefore, the 

appointment of Directors should ensure that they are able to act independently 
and apply good judgement in all circumstances.  

 

7.3. Bevan Brittan have been consulted and have suggested circumstances which are 
likely to impair a director’s independence. It is therefore proposed that these 

criteria are used in screening of candidates for appointment: 
 

7.3.1. Is or has been an employee of the company or group within the last five 
years. 

7.3.2. Has, or has had within the last three years, a material business 

relationship with the company, either directly or as a partner, shareholder, 
director or senior employee of a body that has such a relationship with the 

company. 
7.3.3. Has received or receives additional remuneration from the company apart 

from a director’s fee, participates in the company’s share option or a 

performance-related pay scheme, or is a member of the company’s 
pension scheme. 

7.3.4. Has close family ties with any of the company’s advisers, directors or 
senior employees. 

7.3.5. Holds cross-directorships or has significant links with other directors 

through involvement in other companies or bodies. 
7.3.6. Represents a significant shareholder. 

7.3.7. Has served on the board for more than nine years from the date of their 
first appointment. 
 

8. Section 5 – Recruitment Process 

8.1. It is proposed to recruit NEDs through an active and open process using both 

local networks and promotion of the roles through the LinkedIn professional 
networking site. Appointments of Directors are controlled by the Shareholder 
Committee, so it is essential that members of the committee are involved 

throughout the selection process.  
 

8.2. The roles will be advertised on the ‘Volunteering and other Opportunities’ and 
recruitment sections of the Council’s website, where the full role profile and 
details will be available, along with the application process. Informal promotion 

through local professional and volunteering networks will help to raise awareness 
of the roles, along with posts through the Council’s social media channels. Initial 

discussions among officers and members have identified several potential 



candidates who can be approached and asked to consider applying.  
 

8.3. LinkedIn provides an effective way to promote non-executive director roles and is 
used by many professionals with relevant experience. The Council has used 

LinkedIn for targeted recruitment in the past and has an active recruitment page 
on the site. LinkedIn do not offer fixed prices for advertising, costs are based on 
the amount of engagement by potential candidates. It is anticipated that this will 

be less than £1,500 and would only rise above this if there is a lot of interest in 
the roles.  

 
8.4. A panel comprised of three members of the Committee and supported by officers 

will shortlist the candidates and conduct interviews. The panel will select the 

preferred candidates for approval by the Committee. The committee is invited to 
propose members of the recruitment panel.  

 
8.5. The proposed timetable for recruitment is: 

 

Activity Date (estimated) Who? 

Agree roles and 
recruitment plan 

29th January 2026 Shareholder Committee 

Develop promotional 
campaign 

13th February Communications Team 

Advertise Chair role on 
LinkedIn and Council 
Website 

16th Feb to 6th March Communications Team / 
HR 

Shortlist Candidates 11th March Panel of SHC members 
and officers 

Interview Candidates for 
Chair 

20th March Panel of SHC members 
and officers 

Decision to make offer 20th March Panel conducts selection 
exercise and makes 
recommendation to 
Committee for approval 

Offer role and make 
arrangements for formal 
appointment and contract 

27th March EDDC Human Resources 
and LATCo Managing 
Director 

Update of register at 
Companies House 

30th March Bevan Brittan under 
instruction on Monitoring 
Officer/ Managing Director 

Advertise NEDs roles on 
LinkedIn and Council 
Website 

30th March to 17th April Communications Team / 
HR 

Shortlist Candidates 22nd April Panel of Chair, SHC 
members and officers 

Interview Candidates for 
NED roles 

By 1st May Panel of Chair, SHC 
members and officers 

Decision to make offer 1st May Panel conducts selection 
exercise and makes 



recommendation to 
Committee 

Offer role and make 
arrangements for formal 
appointment and contract 

8th May EDDC Human Resources 
and LATCo Managing 
Director 

Update of register at 
Companies House 

15th May Bevan Brittan under 
instruction on Monitoring 
Officer/ Managing Director 

 

 

Financial implications:  

The details contained in this report appear appropriate and as expected, the appointment of a 
Finance Business Partner is seen as essential and a matter of urgency to progress the setting up 
of the LATCo  

 

Legal implications: 

Bevan Brittan and the Company Secretary appointed by APSE have been heavily involved in the 
drafting of this report.  

  



Appendix A: Role Profiles 

 

Non-Executive Director - Role Description  

 

Key Responsibilities 

• Strategy: Contribute to developing and shaping the company’s business strategy.  
• Oversight: Monitor executive performance against agreed objectives and hold 

management accountable.  
• Risk Management: Ensure strong risk controls and systems are in place.  

• Financial Integrity: Verify the accuracy of financial information and transparency 
for stakeholders.  

• Governance: Uphold high standards of corporate governance, compliance, and 

ethics. Perform all of the duties of a company director. 
• Appointments: Participate in appointing and planning for executive directors.  

 

Core Functions 

• Independence: Offer an objective, external viewpoint, free from internal biases.  

• Challenge & Support: Act as a "critical friend," asking probing questions to 
challenge assumptions and support sound decisions.  

• Expertise: Bring valuable experience, knowledge, and networks from other 
settings to enrich board discussions. Each appointee having a particular 
background and skills set which aids the board in achieving a rounded 

perspective. 
 

Essential Criteria 

• A strong track record of making effective decisions on significant issues within the 
private, public or voluntary sectors; 

• Excellent communication and stakeholder engagement skills with the ability to 
command the respect of, and to challenge, fellow Board members, staff and senior 

stakeholders in both the public and private sectors. 
• Strong commercial and financial acumen. 
• Strong analytical skills with an ability to get to grips with complex issues. 

 

Desirable Criteria – The composition of the Board must ensure these criteria are 

covered. One NED position will lead on financial strategy and oversight 

• Experience of strategic business planning and development 
• Delivery of commercial strategies in the context of local government  

• Maintaining and improving business performance 
• Strategic financial planning 

• Driving financial performance 
• Operation of local government environmental services 
• Application of climate change and environmental improvement strategies in 

commercial context 
• Awareness and experience of local government at a strategic and senior level  

• Awareness of national waste strategy and objectives 
• Supporting employment and skills strategies which target underrepresented 

groups 

 

https://www.google.com/search?client=safari&hs=C17o&sca_esv=e1557db837a17fbc&rls=en&biw=1253&bih=1070&aic=0&sxsrf=ANbL-n5Zkyl_zR75Ek1Xonjz3_4FU-KizA%3A1767898486849&q=Strategy&sa=X&ved=2ahUKEwin17qKz_yRAxWHYEEAHeXCDpUQxccNegQIQRAB&mstk=AUtExfA3jRfDlG07xIesPcTLgUHtgOsqrx4h3RClwnoVPdd4EtWA0Vaxk5KRRqsupsf8zeqV-J19IgHauHTBsgnZnrYLfC2hogtvpix1pxPgW3ilT0-imOy1mcMDh6RYkyeiuUHX4WdnMRP--TzL6INAsETcVZplezkqK96mp5XaIMMgtblKXSb_5VUmCmdRjSgs4na1B9I8yBo2ebPQiHJ13OKQ_8jBJGLaq9O8vNvXql5TuRZAE6lcz_GPpETcZX_U5IHlVkf-mzJ20PTajdbgEZZD&csui=3
https://www.google.com/search?client=safari&hs=C17o&sca_esv=e1557db837a17fbc&rls=en&biw=1253&bih=1070&aic=0&sxsrf=ANbL-n5Zkyl_zR75Ek1Xonjz3_4FU-KizA%3A1767898486849&q=Oversight&sa=X&ved=2ahUKEwin17qKz_yRAxWHYEEAHeXCDpUQxccNegQIQhAB&mstk=AUtExfA3jRfDlG07xIesPcTLgUHtgOsqrx4h3RClwnoVPdd4EtWA0Vaxk5KRRqsupsf8zeqV-J19IgHauHTBsgnZnrYLfC2hogtvpix1pxPgW3ilT0-imOy1mcMDh6RYkyeiuUHX4WdnMRP--TzL6INAsETcVZplezkqK96mp5XaIMMgtblKXSb_5VUmCmdRjSgs4na1B9I8yBo2ebPQiHJ13OKQ_8jBJGLaq9O8vNvXql5TuRZAE6lcz_GPpETcZX_U5IHlVkf-mzJ20PTajdbgEZZD&csui=3
https://www.google.com/search?client=safari&hs=C17o&sca_esv=e1557db837a17fbc&rls=en&biw=1253&bih=1070&aic=0&sxsrf=ANbL-n5Zkyl_zR75Ek1Xonjz3_4FU-KizA%3A1767898486849&q=Risk+Management&sa=X&ved=2ahUKEwin17qKz_yRAxWHYEEAHeXCDpUQxccNegUIjAEQAQ&mstk=AUtExfA3jRfDlG07xIesPcTLgUHtgOsqrx4h3RClwnoVPdd4EtWA0Vaxk5KRRqsupsf8zeqV-J19IgHauHTBsgnZnrYLfC2hogtvpix1pxPgW3ilT0-imOy1mcMDh6RYkyeiuUHX4WdnMRP--TzL6INAsETcVZplezkqK96mp5XaIMMgtblKXSb_5VUmCmdRjSgs4na1B9I8yBo2ebPQiHJ13OKQ_8jBJGLaq9O8vNvXql5TuRZAE6lcz_GPpETcZX_U5IHlVkf-mzJ20PTajdbgEZZD&csui=3
https://www.google.com/search?client=safari&hs=C17o&sca_esv=e1557db837a17fbc&rls=en&biw=1253&bih=1070&aic=0&sxsrf=ANbL-n5Zkyl_zR75Ek1Xonjz3_4FU-KizA%3A1767898486849&q=Governance&sa=X&ved=2ahUKEwin17qKz_yRAxWHYEEAHeXCDpUQxccNegUIgwEQAQ&mstk=AUtExfA3jRfDlG07xIesPcTLgUHtgOsqrx4h3RClwnoVPdd4EtWA0Vaxk5KRRqsupsf8zeqV-J19IgHauHTBsgnZnrYLfC2hogtvpix1pxPgW3ilT0-imOy1mcMDh6RYkyeiuUHX4WdnMRP--TzL6INAsETcVZplezkqK96mp5XaIMMgtblKXSb_5VUmCmdRjSgs4na1B9I8yBo2ebPQiHJ13OKQ_8jBJGLaq9O8vNvXql5TuRZAE6lcz_GPpETcZX_U5IHlVkf-mzJ20PTajdbgEZZD&csui=3
https://www.google.com/search?client=safari&hs=C17o&sca_esv=e1557db837a17fbc&rls=en&biw=1253&bih=1070&aic=0&sxsrf=ANbL-n5Zkyl_zR75Ek1Xonjz3_4FU-KizA%3A1767898486849&q=Appointments&sa=X&ved=2ahUKEwin17qKz_yRAxWHYEEAHeXCDpUQxccNegUIhAEQAQ&mstk=AUtExfA3jRfDlG07xIesPcTLgUHtgOsqrx4h3RClwnoVPdd4EtWA0Vaxk5KRRqsupsf8zeqV-J19IgHauHTBsgnZnrYLfC2hogtvpix1pxPgW3ilT0-imOy1mcMDh6RYkyeiuUHX4WdnMRP--TzL6INAsETcVZplezkqK96mp5XaIMMgtblKXSb_5VUmCmdRjSgs4na1B9I8yBo2ebPQiHJ13OKQ_8jBJGLaq9O8vNvXql5TuRZAE6lcz_GPpETcZX_U5IHlVkf-mzJ20PTajdbgEZZD&csui=3


Chair of the Board of Directors – Role Description 

 

Key Responsibilities 

• Board Leadership: Leading the board, setting agendas, ensuring effective 

meetings, developing board skills, and planning for succession.  
• Strategic Guidance: Working with the Managing Director to set and implement 

strategy, ensuring the company stays focused on its vision and mission.  

• Governance & Oversight: Ensuring compliance, managing conflicts of interest, and 
reviewing board and Managing Director performance.  

• External Representation: Serving as a primary spokesperson and ambassador for 
the company, especially at high levels.  

• Chair – Managing Director Relationship: Building a strong, trusting partnership 

with the Managing Director for effective organisational running.  
 

Meeting Management 

• Planning and running meetings efficiently. 
• Ensuring everyone has a chance to speak and contributing to decision -making. 

• Managing disagreements and facilitating constructive debate.  
 

Core Focus 

• Governance: Ensuring the board functions effectively and remains focused on 
core strategic tasks. 

• Support: Providing support and guidance to the Managing Director. 
• Ambassadorship: Representing the company to stakeholders and externally.  

 

 

 

  

https://www.google.com/search?client=safari&hs=4z7o&sa=N&sca_esv=e1557db837a17fbc&rls=en&biw=1253&bih=1070&aic=0&sxsrf=ANbL-n4x2qAy7Tnt2d774_4P6M_Vq0eMjw%3A1767894252290&q=Board+Leadership&ved=2ahUKEwjn36Gnv_yRAxXgTEEAHY06LcEQxccNegQILhAB&mstk=AUtExfBJcxKxrKcyxYo7Oxd4EXq4uotzwrPYcVRVX0JHNmz57WdqLg6Ah-clRwp85ATLWNGDSqgZZueK2qqlTqG5TO3WCPJfsuBbLTHDFZAU4CGY1Y_Wsrmivz7cTJrHDa_ennmzdIpQHnOR1WOEAy_QuF0BG7IeMhmXye9FOci_GWVIfz61XDZwxwGspaIA5j0Dp1yHDE2m5W1abdSuZsiCtnka-PxUrzE93A2R-B_HlkaMKGvSV5KwjC1fi8670d8WKGgtN70A4KwGFZybXL1WBUv4&csui=3
https://www.google.com/search?client=safari&hs=4z7o&sa=N&sca_esv=e1557db837a17fbc&rls=en&biw=1253&bih=1070&aic=0&sxsrf=ANbL-n4x2qAy7Tnt2d774_4P6M_Vq0eMjw%3A1767894252290&q=Strategic+Guidance&ved=2ahUKEwjn36Gnv_yRAxXgTEEAHY06LcEQxccNegUIiAEQAQ&mstk=AUtExfBJcxKxrKcyxYo7Oxd4EXq4uotzwrPYcVRVX0JHNmz57WdqLg6Ah-clRwp85ATLWNGDSqgZZueK2qqlTqG5TO3WCPJfsuBbLTHDFZAU4CGY1Y_Wsrmivz7cTJrHDa_ennmzdIpQHnOR1WOEAy_QuF0BG7IeMhmXye9FOci_GWVIfz61XDZwxwGspaIA5j0Dp1yHDE2m5W1abdSuZsiCtnka-PxUrzE93A2R-B_HlkaMKGvSV5KwjC1fi8670d8WKGgtN70A4KwGFZybXL1WBUv4&csui=3
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Company Secretary – Role Description 

 

Key Responsibilities 

 

• Corporate Governance: Advising the board on governance, procedures, and 
effective operation; promoting best practice. 

• Board Administration: Organising meetings (AGMs, board/committees), preparing 

agendas, taking minutes, distributing papers, and tracking action points. 
• Statutory Compliance: Filing documents with Companies House (annual returns, 

confirmation statements, officer changes) and ensuring adherence to the 
Companies Act and other laws. 

• Legal & Regulatory Liaison: Acting as a point of contact with lawyers, auditors, 

and regulators; managing statutory registers. 
• Reporting: Preparing annual reports, collating information, and communicating 

decisions to stakeholders. 
• Strategic Support: Providing advice to the Chair and directors on legal, financial, 

and strategic matters.  

 

Essential Skills 

 

• Strong organisational and time management skills. 
• Excellent written and verbal communication. 

• Attention to detail and accuracy. 
• Analytical and numerical skills. 

• Ability to work under pressure and meet deadlines. 
• Diplomacy and negotiation.  

 

 

https://www.google.com/search?q=Corporate+Governance&client=safari&hs=4z7o&sca_esv=e1557db837a17fbc&rls=en&biw=1253&bih=1070&aic=0&sxsrf=ANbL-n4x2qAy7Tnt2d774_4P6M_Vq0eMjw%3A1767894252290&ei=7Oxfaee5EeCZhbIPjfW0iQw&ved=2ahUKEwjp7Pr6yPyRAxVZTkEAHcroDYYQgK4QegYIAQgAEAk&uact=5&oq=Company+Secretary+%C2%A0job+description&gs_lp=Egxnd3Mtd2l6LXNlcnAiI0NvbXBhbnkgU2VjcmV0YXJ5IMKgam9iIGRlc2NyaXB0aW9uMgQQIxgnMgoQIxiABBgnGIoFMgYQABgHGB4yBhAAGAcYHjIGEAAYBxgeMgYQABgHGB4yBhAAGAcYHjIGEAAYBxgeMgYQABgHGB4yBhAAGAcYHkiRY1DxCVisXHABeAGQAQCYAWugAZoMqgEEMjAuMbgBA8gBAPgBAZgCFqACsQ3CAgoQABiwAxjWBBhHwgIHECMYsAIYJ5gDAIgGAZAGCJIHBDIwLjKgB_2yAbIHBDE5LjK4B6sNwgcEMi0yMsgHX4AIAA&sclient=gws-wiz-serp
https://www.google.com/search?q=Legal+%26+Regulatory+Liaison&client=safari&hs=4z7o&sca_esv=e1557db837a17fbc&rls=en&biw=1253&bih=1070&aic=0&sxsrf=ANbL-n4x2qAy7Tnt2d774_4P6M_Vq0eMjw%3A1767894252290&ei=7Oxfaee5EeCZhbIPjfW0iQw&ved=2ahUKEwjp7Pr6yPyRAxVZTkEAHcroDYYQgK4QegYIAQgAEA4&uact=5&oq=Company+Secretary+%C2%A0job+description&gs_lp=Egxnd3Mtd2l6LXNlcnAiI0NvbXBhbnkgU2VjcmV0YXJ5IMKgam9iIGRlc2NyaXB0aW9uMgQQIxgnMgoQIxiABBgnGIoFMgYQABgHGB4yBhAAGAcYHjIGEAAYBxgeMgYQABgHGB4yBhAAGAcYHjIGEAAYBxgeMgYQABgHGB4yBhAAGAcYHkiRY1DxCVisXHABeAGQAQCYAWugAZoMqgEEMjAuMbgBA8gBAPgBAZgCFqACsQ3CAgoQABiwAxjWBBhHwgIHECMYsAIYJ5gDAIgGAZAGCJIHBDIwLjKgB_2yAbIHBDE5LjK4B6sNwgcEMi0yMsgHX4AIAA&sclient=gws-wiz-serp

