
 
 

 

 
JOB DESCRIPTION 
  

 
Title:  Company Secretary 

Location:  Foundation Office 

Reporting to: Executive Director 

Purpose: 

To ensure that The Schools of King Edward VI Foundation and The King Edward VI Multi Academy Trust are compliant 

with all statutory requirements under the Companies Act, along with all other related legislation and mandatory 

requirements. 

The post holder will be responsible for ensuring that Board procedures are followed and that applicable rules and 

regulations are complied with by the King Edward VI Multi Academy Trust (MAT). 

 

Key responsibilities: 

1. As Company Secretary, ensure compliance with all statutory requirements under the Companies Act and any 

other related legislation or mandatory requirements. 

2. Ensuring that Board procedures are followed and that the applicable rules and regulations are complied with. 

3. Appoint and co-ordinate the work of the clerks to the Local Governing Bodies, by providing model agendas 

and papers; highlighting areas of concern to both the MAT and Foundation Board that need to be discussed 

by the Local Governing Bodies; and enabling two-way flow of information. 

4. Advise Companies House of any changes, including the appointment and removal of directors. 

5. Arrange the completion of mandatory returns with statutory timelines and the completion and filing of 

annual returns. 

6. Report and manage any Governor vacancies where recruitment is required; liaise with the Director of HR & 

Payroll Services in relation to the appointment process. 

7. Maintain an up to date register of members of Foundation and MAT Committees, ensuring that all members 

have met all legal and statutory requirements, e.g. DBS records, business interests, etc. 

8. Arrange and be part of the Governors’ induction process, identifying development areas. 

9. Act as an adviser to Foundation colleagues and Governors as required. 

10. Any other duties that may be reasonably required from time to time. 

  



 
 

 

 
JOB DESCRIPTION 
  

 

Person Specification Essential Desirable 
 

- Educated to degree level or equivalent 
 

   

- ICSA qualification or equivalent level of experience 

-  

   

- Recent experience of working as a company secretary 

 

   

- Comprehensive understanding of company and charity law 

 

   

- Solid understanding of governance principles and proven track 

record of embedding governance best practice 

 

   

- Experience of advising and supporting Boards and other 

stakeholders in relation to governance matters 

   

- Knowledge of data protection 

 

   

- Excellent communication and interpersonal skills 

 

   

- Ability to work with discretion and sensitivity 

 

   

- Excellent organisational skills 

 

   

- Ability to operate effectively within an environment with multiple 

stakeholders 

 

   

- Knowledge of the education sector 
 

   

- An ability to fulfil all spoken aspects of the role with confidence 
through the medium of English’ or ‘The ability to converse at 
ease with parents/pupils and members of the public and 
provide advice in accurate spoken English is essential for the 
post’ 
 

   

 


