
 

 

 
 
Job Title: Corporate Secretary  Salary: Competitive  

Start Date: September 2nd, 2018  Employment Type: Full-time, Permanent 

Location: Downtown Toronto  Reporting To: Controller 

Travel: None   

 

 
Job Mission: 

Reporting to the Controller, the Corporate Secretary is responsible for scheduling meetings, creating and 
communicating agendas, compiling, reviewing and coordinating materials, packages and presentations 
for Board meetings, liaising with the Board of Directors and Senior Executives, and all documentation 
required for Board meetings. Candidates must be able to communicate with business stakeholders, 
gather requirements, gather, document, and communicate financial management solutions in an agile-
type environment. 

Job Functions: 
 
The Corporate Controller is a key point of contact between management and the Board, and with the 
Chairperson and Audit-Committee Chair in particular.  They provide substantive support, analysis, advice 
and guidance to the Chairperson and Audit-Committee Chair, and other governors individually, in 
discharging their governance duties, and corporate representational functions.  
 
The Corporate Secretary must work independently, but as a vital part of a small, dynamic, nimble and 
extremely busy team. The priority of this team is to provide efficient and effective support to the Board 
of Directors and the Senior Executive team.  The Board consists of up to five (5) members who meet at 
least 8 times per year in person (Board committees - 6 standing and occasionally some ad 
hoc).  BlackShire consists of approximately four (4) members of senior management who meet at least 
bi-weekly. The individual is a support member of the Board and Senior Executive team, and their input 
and advice on matters pertaining to the effective management of the unit is frequently sought. Work 
impacts the operations of the Board, its Committees and Senior Executive, all of which are key to the 
good functioning of the Company. Unforeseen errors would compromise the effective working of the 
Company. For example, unclear or inaccurate information could create confusion, delay or poor or 
inaccurate decision-making; consequences of which would be, at minimum, significant reputational risk 
for the corporation. 

The industry evolves at a rapid pace in a highly dynamic and competitive market environment. You must 
be excited by the opportunities that a deep understanding of reporting and compliance will create for 
the business and for your career at BlackShire. You must be motivated about the optimization of 
regulatory and compliance management and believe that creating timely and accurate reporting and 
insights is critical to our ability to succeed in the marketplace. 

 



 

 

 
 
Principal Duties: 

• Maintenance of Corporate Minute Books, resolutions and act as recording Secretary at Board 
meetings 

• Assisting in preparation of Board meetings 
• Researching and maintaining a roster of all current Board members and their skill sets, with a 

view to identifying skills gaps – in reference to the full Board and its Committees 
• Composing and disseminating action items lists to, and conducting related follow-up with, 

management, following all Board and Board committee meetings 
• Monitor and complete corporate and limited partnership filings for all Provinces and States 

including business names, insurance, annual returns, etc. 
• Organize and be main point of contact with transfer agent to maintain shareholder records 

including organizing subscription agreements for private placements 
• Annual reporting; employee education and licensing requirements 
• Liaise with corporate regulators regarding filing requirements 
• Assisting in preparation for the quarterly board meetings 
• Implement and maintain a Regulatory Compliance Management System 
• Monitor legislation and regulatory changes that may affect business units 
• Act as first point of contact for internal inquiries and forward to Chief Financial Officer 
• 5+ years of experience in corporate law with a focus on regulatory compliance filings 
• Should have advanced MSOffice skills, database administration skills 
• Post-secondary degree or college diploma required 
• Law Clerk's Certificate Preferred 

Specific Skills & Knowledge:  

• Demonstrated ability to roll-up sleeves and work with team members in a hands-on management 
capacity  

• 5+ years of experience in corporate law with a focus on regulatory compliance filings 
• Should have advanced MSOffice skills, database administration skills 
• Post-secondary degree or college diploma required 
• Law Clerk's Certificate Preferred 
• Must be eager to develop and grow  
• Must be highly proficient in Excel and PowerPoint  

Education & Experience:  

• A Bachelors’ degree in Management, Specialization in Law or related degree preferred 
• Minimum 5 years of experience as a Corporate Secretary 
• Experience using time management skills such as prioritizing/organizing and tracking details and 

meeting aggressive deadlines of multiple projects with varying completion dates  
• Track record exceptional attention to detail in reporting and communication in a public company 

environment 


