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JOB DESCRIPTION

Job Title:

Assistant/Trainee Company Secretary
Location:

The Port, Cheltenham/Remote
Line Manager:

Legal Director 
Primary Objective 
Ensure the newly merged business of Portman and Dentex has full administration support in all aspects relating to Board matters, Company Secretarial and associated regulatory requirements.  
Tasks/Duties

Administrative support:
· Attend and participate in meetings with the Exec as requested

· Produce minutes for meetings attended if requested

· Manage the Board and Business Review (BR) meetings, Audit Committee meeting, Quality, Compliance & Risk Committee meeting schedule and invites 

· Manage and attend Group Audit Committee (AC) meetings, UK and Ireland Business Review meetings, and AC meetings
· Secretarial support to key committees (e.g. Quality, Compliance & Risk, Property, Board, BR and AC for Group, and UK and Ireland)
· Prepare meeting packs and collate any pre read papers as required 

· Circulate board packs to the meeting attendees in advance of the meeting
· Prepare minute templates 
· Attend committee meetings and take minutes as required. BR meetings to join in person where specified
· Schedule meetings via the Management calendar
· Ad hoc administrative support when required 

Company Secretarial and Regulatory Support:

· Under the direction of the Legal Director, Group CFO, CFO and FD to co-ordinate and take responsibility for regulatory requirements including, but not limited to:
· Managing all Companies House correspondence

· Track the timely submission of annual confirmation statements
· Assisting with shareholder correspondence and associated documentation
· Collate and submit Know Your Customer (KYC) information as required by regulatory bodies, banks and other organisations
· Complete NHS Scotland registrations for Portman Healthcare Ltd directors 

· Complete ONS Surveys 

· Update register of Non-Disclosure Agreements, contracts, and Powers of Attorney.
· Companies House; act as a named person for the e-reminders service that is sent when accounts and confirmation statements are due

· Acquisitions; action any signing of documents by a Director on request from the M&A team or one of the legal partners

· Ad hoc administrative support when required
Person Specification:

	
	Essential
	Desirable

	Experience
	· Previous experience in a Company Secretary support role/as a Company Secretary trainee/similar
· Proven experience as a senior PA/Administrator to busy Board members
	· Experience of working for multiple directors



	Qualifications/ Professional Memberships
	· Qualified by experience or formal training as a top-class administrator
	· Completed Chartered Secretaries qualifying scheme at foundation level


	Skills
	· Be happy and confident in a fast growing and changing environment.  The role will evolve and change as the company grows and the post holder needs to be comfortable with this

· A can-do, enabling attitude and comfort with ambiguity; adaptable and flexible

· To identify when tasks in Portman are not being covered and to pick them and find an appropriate home for them
· Offer first class levels of customer service to all stakeholders

· Be confident and have the gravitas to influence at all levels in Portman/Dentex
· A high-level user of Microsoft Outlook, Word and PowerPoint.  A confident user of Microsoft Excel.


	Personal Attributes
	· Integrity and strong values – believe in the business’s Vision and Values
· Be a culture carrier – embrace our culture, and respect patients, colleagues and visitors

· Excellence – maintain the high standards that is delivered across the business and act as an ambassador, share what you love about your job
· Stay positive, enthusiastic and honest in all aspects of your job, while remaining loyal to suppliers, patients, colleagues, and other stakeholders
· Develop your skills and abilities through learning opportunities that we offer you
· Motivate yourself and others to achieve great organisational results.  Recognise successes and share opinions or ideas in colleague meetings

· Act in accordance with the Company policies, and Code of Conduct.  Protect yourself and your colleagues by observing our Health and Safety policy, and speak up if you notice something of danger

· Adopt a great attitude towards your work and work environment.  
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