
                                                           
HEAD HUNTERS JOB ADVERT 

JOB TITLE: COMPANY SECRETARY  

THE PURPOSE OF THE JOB: 

The Company Secretaries would be responsible of guiding the company directors on the day-to-day 
management of their organisations, including compliance with legal and statutory requirements.  

Duties and Responsibilities of the Job Include: 

 Convening and servicing annual general meetings (AGM)/meetings (producing agendas, taking 
minutes; conveying decisions etc.) 

 Responsible with risk management and trainings in the company. 

 Responsible with the management of all security services and systems in the company. 

 Manages all the lease portfolios of the company. 

 Providing support to committees and working parties such as the Board of Directors, the Executive 
Management etc. 

 Implementing procedural/administrative systems.  

 Handling correspondence before and after meetings 

 Ensuring policies are kept current, are approved, and that company members are aware of their 
implications, e.g. legal 

 Providing legal/financial advice during and outside of meetings. 

 Oversee policies, making sure they are kept up to date and referred to the appropriate committee for 
approval. 

 Maintain statutory books, including registers of members, directors and secretaries. 

 Deal with correspondence, collate information and write reports, ensuring decisions made are 
communicated to the relevant company stakeholders. 

 Contribute to meeting discussions as and when required, and advise members of the legal, governance, 
accounting and tax departments of the implications of proposed policies. 

 Monitor changes in relevant legislation and the regulatory environment and take appropriate action.  

 Liaise with external regulators and advisers, such as lawyers and auditors. 

 Take responsibility for the health and safety of employees and manage matters related to insurance 
and property. 

 Develop and oversee the systems that ensure the company complies with all applicable codes, in 
addition to its legal and statutory requirements.  

 Pay dividends and manage share option schemes.  

 Take a role in share issues, mergers and takeovers.  



                                                           
 Maintain the register of shareholders and monitor changes in share ownership of the company - in a 

publicly listed company. 

 Monitor the administration of the company's pension scheme - may be a requirement in some smaller 
companies. 

 Oversee and renew insurance cover for employees, equipment and premises. 

 Enter into contractual agreements with suppliers and customers.  

 Manage office space and property as well as deal with personnel administration 

 Managing contractual arrangements with suppliers/customers 

 Maintaining current awareness about company law 

 Keeping a register of shareholders and liaising with them on behalf of the company. 

 
Qualifications and Training Required 

Interested people should have a Law Degree or equivalent. Applicants should have a minimum of 5years 
experience in a similar role.  

EMAIL YOUR CVs TO: collenk@headhunters.co.zw 
 
  
 

mailto:collenk@headhunters.co.zw

