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		ROLE PROFILE 

	Job title
	Company Secretarial Assistant
	Date
	Jan 2026

	Business
	Chetwode House 

	Department
	Group Legal 

	Location
	Chetwode House, Melton Mowbray

	ROLE SUMMARY 

	
To provide high-quality company secretarial and governance support across the Group, working closely with the Group Company Secretary to ensure robust statutory compliance, effective board and committee administration, and strong governance processes. The role is critical in maintaining confidentiality, regulatory compliance and ethical standards, while supporting effective decision-making at senior forums.

	REPORTING STRUCTURE

	Reports to
	Chief Legal Officer & Company Secretary 

	Direct & indirect reports
	None

	Key internal stakeholders
	Group Holdings Board (GHB) Group Executive Board (GEB) (Category & Brand MDs) 

	Key external stakeholders
	GHB & Samworth Family Trustees

	KEY ACCOUNTABILITIES  AND RESPONSIBILITIES 

	1. Corporate Governance & Board Support
· Work closely with the Assistant Company Secretary to support the effective operation of the Group Executive Board (GEB), Group Holdings Board (GHB) and their committees.
· Prepare, collate and circulate meeting agendas, board packs and papers in line with agreed timetables.
· Draft accurate, high-quality minutes for GEB, GHB, Samworth Family Trustees and relevant committees, circulating draft minutes within five working days of each meeting, ensuring clear capture of decisions, actions and governance rationale.
· Utilise and support the development of digital tools and technology-enabled approaches to recording, drafting and managing minutes, actions and governance records.
· Maintain formal actions logs and support timely follow-up of agreed actions.
· Support the annual cycle of board and committee meetings, including forward planners and governance calendars.
· Provide end to end governance support for the Annual General Meeting (AGM), including notices and shareholder documentation and liaise with the Samworth Family Liaison.
· Ensure external auditors are provided with copies of all approved and signed board and committee minutes, maintaining an accurate and complete audit trail.

2. Statutory Compliance & Filings
· Work closely with the Assistant Company Secretary to ensure the Group and its subsidiaries remain compliant with Companies Act and other statutory requirements.
· Prepare, file and monitor all statutory filings, including Companies House submissions, ensuring accuracy and timeliness.
· Maintain statutory registers, corporate records and governance documentation.
· Support entity management activities including incorporations, dissolutions, changes to directors and secretaries, and constitutional updates.
· Receive, log and review all notices of intended prosecution (NIPs) and parking or traffic related notices received by the Group, co-ordinating responses and escalation in line with internal procedures.
· Receive, log and review all post, correspondence and formal notices addressed to the Company Secretary, administering, triaging and escalating matters as appropriate in line with internal procedures.

3. KYC & Corporate Information Requests
· Work closely with the Assistant Company Secretary as the central point of coordination for Know Your Customer (KYC) and corporate information requests from banks, advisers, regulators and other third parties.
· Maintain up-to-date corporate information packs, including structure charts, constitutional documents and director details.
· Ensure information is provided accurately, consistently and within agreed timeframes.

4. Whistleblowing & Ethical Governance
· Work closely with the Assistant Company Secretary to administer and manage the Group’s whistleblowing system, ensuring reports are logged, tracked and escalated in line with policy and governance requirements.
· Support the monitoring of investigations and maintenance of appropriate audit trails.
· Produce periodic reporting on whistleblowing activity for senior management and boards, as required.
· Handle all matters with the highest levels of discretion, confidentiality and professionalism, recognising the sensitive nature of whistleblowing issues.

5. Conflicts of Interest Management
· Work closely with the Assistant Company Secretary to manage the Conflicts of Interest portal and associated registers.
· Coordinate annual and ad-hoc conflicts declarations for directors and senior executives.
· Ensure conflicts are appropriately recorded, reviewed and escalated in line with governance procedures.
· Support reporting of conflicts to boards and committees where required.

6. Confidentiality & Information Security
· Maintain strict confidentiality over all board, executive, whistleblowing, conflicts and corporate information at all times.
· Handle sensitive and privileged information with discretion, judgement and integrity.
· Ensure secure handling, storage and transmission of governance materials, including use of approved digital platforms and systems.
· Understand and comply with information security, data protection and governance policies.

7. Governance Systems & Continuous Improvement
· Support the maintenance and continuous improvement of governance systems, board portals and digital record-keeping processes.
· Proactively identify opportunities to improve efficiency, accuracy and governance through digital solutions and technology-enabled ways of working.
· Assist in embedding consistent governance standards and best practice across the Group.
· Support governance training, inductions and ongoing director development initiatives.


	QUALIFICATIONS, EXPERIENCE, TECHNICAL SKILLS / KNOWLEDGE

	Essential
· Experience in a company secretarial, governance, legal or regulated environment.
· Strong understanding of corporate governance, statutory compliance and confidentiality obligations.
· Demonstrable experience producing clear, accurate minutes for senior-level meetings.
· High attention to detail and strong organisational skills.
· Proven ability to handle highly confidential and sensitive information appropriately.
· Strong written and verbal communication skills.

Desirable
· Part-qualified or qualified CGI (ICSA) or working towards qualification.
· Experience of digital board portals, governance systems and technology-enabled minute-taking.

· Experience managing whistleblowing systems and conflicts of interest registers.
· Experience supporting boards or executive committees within a multi-entity group.

Key Attributes
· Trusted, discreet and highly professional.
· Methodical, dependable and well-organised.
· Confident working with senior stakeholders.
· Proactive, curious and comfortable adopting new digital tools.
· Strong sense of accountability and governance discipline.


	CORE COMPETENCIES, ATTRIBUTES & BEHAVIOURS FOR SUCCESS

	Competency
	Descriptors

	Values People
	Demonstrates the belief that people are our most important asset and central to the success of the organisation. Everybody should be treated with dignity and respect at all times.

	Customer Focus
	Demonstrates the understanding that the satisfaction of our internal and external customers is the foundation of our success

	Collaborative Team Working
	The willingness to act as part of a team and work towards achieving shared objectives through adopting best practice in line with our Group Purpose & Values.

	Flexibility & Adaptability
	The ability to change and adapt own behaviour or work procedures when there is a change in the work environment, for example as a result of changing customer needs.

	Initiative & taking ownership
	Steps up to take on personal responsibility and accountability for tasks and actions in line with our Group Purpose & Values

	Drive for Excellence
	Knows the most effective and efficient processes for getting things done, with a focus on continuous improvement.

	Resource Management
	Effectively manages resources and cost drivers to achieve sustainable productivity and profitability.

	Technical Expertise
	Has the skills, knowledge and experience required to excel in own area of specialism and the willingness to further grow and develop.

	Self-Management
	Uses a combination of feedback and reflection to gain insight into personal strengths and weaknesses, so that own time, priorities and resources can be managed to achieve goals.
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