
Company Secretary 
Qualifications and Specifications  

- Bachelor's degree (Accounting or Law)  
- Knowledge of various legal principles related to the Company and the SEC  
- Good interpersonal and communication skills  
- Have experience working in this position before  
- Knowledge of corporate governance 

 
Responsibilities 

- Oversee operations related to meetings of the Board of Directors, the Audit Committee, the 
Nomination and Remuneration Committee, and the shareholders 

- Prepare and retain minutes of the Board of Directors’ meetings  
- Oversee the disclosure of information and reporting in accordance with relevant laws and 

regulations and the principle of good corporate governance 
- Provide preliminary recommendations and advice on legal issues, operating procedures, and good 

corporate governance practices for the Board of Directors  
- Circulate resolutions and policies of the Board of Directors to relevant parties, follow up on 

results, and submit reports to the Board of Directors  
- Communicate and provide information concerning the Company’s businesses to the directors  
- Arrange orientation sessions for new directors and support continuous development of directors  
- Coordinate matters with external consultants such as legal consultants 

 


