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Certified Professional in Corporate Governance for Executive Assistants (United Kingdom)

Governance and Risk Management

Corporate Governance is the system by which companies are directed and controlled. It encompasses the
relationships among the board of directors, management, shareholders and other stakeholders, and sets the
framework for achieving the organization’s objectives. In practice, an executive assistant (EA) supports the
governance process by organising board meetings, preparing minutes, and ensuring that documentation
complies with the relevant regulatory standards. A common challenge is balancing confidentiality with the
need for timely information flow, especially when dealing with sensitive strategic discussions.

Board of Directors is the collective body elected by shareholders to oversee the company’s strategic
direction and performance. The board’s responsibilities include setting policy, approving major transactions,
and monitoring risk. For an EA, the role often involves coordinating directors’ schedules, distributing
agendas, and tracking action items. A practical issue may arise when directors are located in different time
zones, requiring careful planning to avoid conflicts and ensure full participation.

Executive Director refers to a board member who also holds an executive position within the company, such
as Chief Executive Officer (CEO) or Chief Financial Officer (CFO). Executive directors bridge the gap between
board strategy and day‑to‑day operations. An EA assisting an executive director must manage dual
reporting lines, ensuring that board‑level communications are aligned with operational priorities. The main
difficulty is maintaining clarity on which decisions belong to the board versus the executive team.

Non‑Executive Director (NED) is a board member who does not engage in the company’s daily
management. NEDs provide independent oversight, bring external expertise, and challenge executive
assumptions. EAs often facilitate NED involvement by arranging training sessions, briefings on industry
trends, and access to independent research. A typical challenge is ensuring that NEDs receive sufficient
information without overwhelming them with excessive detail.

Chairperson leads the board and is responsible for setting the agenda, fostering constructive debate, and
ensuring that the board functions effectively. The chairperson also acts as the primary liaison between the
board and senior management. An EA supporting the chairperson may be tasked with drafting board
papers, summarising key issues, and managing communications with shareholders. One challenge is
maintaining neutrality while preparing concise yet comprehensive briefing notes.

Audit Committee is a sub‑committee of the board tasked with overseeing financial reporting, internal
controls, and the audit function. The committee reviews the integrity of financial statements, monitors
compliance with accounting standards, and liaises with internal and external auditors. For an EA,
responsibilities include collating financial reports, arranging audit committee meetings, and tracking
follow‑up actions on audit findings. A frequent obstacle is coordinating the availability of auditors and
ensuring that all required documentation is ready before the meeting.

Risk Management is the systematic process of identifying, assessing, and mitigating risks that could affect
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the achievement of corporate objectives. It involves establishing risk appetite, developing controls, and
monitoring risk exposure. An EA contributes by maintaining the risk register, updating risk dashboards, and
ensuring that risk policies are communicated across the organisation. The primary challenge is keeping risk
information current in a fast‑moving business environment.

Risk Appetite defines the amount and type of risk that an organisation is willing to pursue in pursuit of its
objectives. It is expressed in qualitative or quantitative terms and guides decision‑making at all levels. An EA
may need to communicate the risk appetite to staff, embed it in project proposals, and verify that new
initiatives align with the defined limits. A difficulty often encountered is translating high‑level risk‑appetite
statements into actionable criteria for everyday operations.

Risk Tolerance is the acceptable deviation from the risk appetite that the organisation can withstand without
jeopardising its goals. While risk appetite sets the overall direction, risk tolerance provides the operational
leeway. In practice, an EA might track risk‑tolerance thresholds in key performance indicators and alert
senior management when thresholds are breached. The challenge lies in distinguishing between normal
fluctuations and genuine risk events that require escalation.

Risk Register is a living document that records identified risks, their likelihood, impact, mitigation actions,
and ownership. The register serves as a central repository for risk information and is reviewed regularly by
the board. An EA is often responsible for updating the register after risk workshops, ensuring that risk
owners submit progress reports, and preparing summary reports for board review. Maintaining accuracy
and completeness of the register can be demanding, particularly when multiple departments contribute
data.

Internal Controls are policies and procedures designed to ensure the reliability of financial reporting,
compliance with laws, and the effectiveness of operations. Controls include segregation of duties,
authorisation limits, and reconciliations. An EA supports internal control frameworks by distributing
control‑testing schedules, collecting evidence of compliance, and documenting control deficiencies. A
common issue is coordinating with various business units to obtain the necessary documentation within
tight timelines.

Compliance refers to the adherence to laws, regulations, standards, and internal policies. In the UK context,
compliance obligations include the Companies Act, the UK Corporate Governance Code, data‑protection
legislation, and sector‑specific rules. An EA’s role may involve monitoring compliance calendars, filing
statutory returns, and maintaining records of training attendance. The challenge is staying abreast of
regulatory changes and ensuring that all relevant parties are informed promptly.

Stakeholder is any individual or group that has an interest in the company’s performance, such as
shareholders, employees, customers, suppliers, regulators, and the wider community. Effective governance
recognises stakeholder rights and seeks to balance competing interests. An EA may facilitate stakeholder
engagement by organising consultation events, preparing communication packages, and tracking feedback.
A difficulty often encountered is prioritising stakeholder concerns when resources are limited.

Shareholder is an owner of the company who holds equity shares and typically exercises voting rights at
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general meetings. Shareholders expect transparent reporting, fair treatment, and return on investment. The
EA assists by arranging annual general meetings (AGMs), distributing proxy forms, and collating shareholder
queries. Managing large numbers of shareholders, especially in public companies, can be logistically
complex.

Environmental, Social, and Governance (ESG) is a framework that evaluates a company’s performance on
sustainability and ethical issues. ESG considerations have become integral to investment decisions and
corporate reputation. An EA may help embed ESG reporting by collecting data on carbon emissions,
diversity metrics, and governance practices, then preparing ESG disclosures for the annual report. The
challenge is integrating ESG data from disparate sources and ensuring consistency with reporting standards
such as GRI or SASB.

Sustainability refers to the capacity of an organisation to operate in a manner that does not compromise
the ability of future generations to meet their needs. It encompasses environmental stewardship, social
responsibility, and economic viability. For executive assistants, sustainability may involve organising
green‑office initiatives, tracking resource usage, and supporting the preparation of sustainability reports. A
practical obstacle is aligning sustainability goals with short‑term business pressures.

Corporate Social Responsibility (CSR) is the company’s commitment to behave ethically and contribute
positively to society. CSR activities can include charitable giving, community outreach, and ethical sourcing.
An EA often coordinates CSR programmes, liaises with NGOs, and prepares impact assessments. Challenges
arise when measuring the tangible benefits of CSR initiatives and communicating those benefits to internal
stakeholders.

Whistleblowing is the act of reporting wrongdoing, fraud, or unsafe practices within an organisation.
Effective whistleblowing mechanisms protect the reporter from retaliation and ensure that concerns are
investigated promptly. An EA may be involved in maintaining the whistleblowing hotline, directing reports
to the appropriate compliance officer, and ensuring confidentiality. A key difficulty is fostering a culture
where employees feel safe to raise concerns.

Ethics denotes the moral principles that guide behaviour within the organisation. An ethical culture
promotes integrity, fairness, and respect. Executive assistants support ethical standards by reinforcing the
code of conduct, facilitating ethics training, and modelling appropriate behaviour. The challenge is
addressing ethical dilemmas that may arise in day‑to‑day interactions, especially when conflicting pressures
exist.

Code of Conduct is a formal document that sets out expected behaviours, standards, and values for
employees and directors. It covers topics such as conflict of interest, confidentiality, and use of company
assets. An EA’s duties may include distributing the code, tracking acknowledgment receipts, and updating
the document when policies change. A common issue is ensuring that the code remains relevant and is
understood across all levels of the organisation.

Conflict of Interest occurs when an individual’s personal interests could improperly influence their
professional judgement. Identifying and managing conflicts is essential to maintain trust and compliance.
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The EA may maintain a register of declared interests, review transactions for potential conflicts, and advise
directors on appropriate disclosures. The difficulty often lies in detecting indirect conflicts that are not
immediately apparent.

Transparency is the principle that organisations should disclose relevant information openly and accurately,
enabling stakeholders to make informed decisions. Transparency supports accountability and reduces
information asymmetry. An EA contributes by ensuring that board papers are complete, that minutes
accurately reflect discussions, and that disclosures meet statutory requirements. A practical challenge is
balancing transparency with the need to protect commercially sensitive information.

Accountability denotes the obligation of individuals and bodies to answer for their actions and decisions. In
corporate governance, accountability is enforced through reporting, performance evaluation, and legal
liability. Executive assistants reinforce accountability by tracking action items, monitoring compliance with
board decisions, and preparing performance summaries for review. The main obstacle is maintaining
rigorous follow‑up in the face of competing priorities.

Disclosure is the act of providing material information to stakeholders, typically through financial
statements, regulatory filings, and corporate communications. Accurate disclosure underpins market
confidence. An EA may manage the disclosure calendar, compile required information, and liaise with
external advisors to ensure timely filing. A frequent difficulty is coordinating multiple contributors to meet
strict filing deadlines.

Remuneration Committee is a board sub‑committee that determines the compensation policies for senior
executives and, where appropriate, other employees. The committee ensures that remuneration is aligned
with long‑term performance and shareholder interests. An EA supporting the remuneration committee may
organise benchmarking studies, prepare remuneration proposals, and document the committee’s rationale.
Challenges include handling sensitive compensation data and navigating public scrutiny.

Succession Planning involves identifying and developing internal talent to fill key leadership positions in the
future. Effective succession planning reduces disruption and preserves organisational knowledge. An EA’s
role can include maintaining talent‑development records, coordinating mentorship programmes, and
tracking readiness assessments. A notable challenge is aligning succession plans with the organisation’s
strategic direction and ensuring confidentiality.

Governance Framework is the collection of policies, structures, and processes that define how an
organisation is directed and controlled. It includes the board charter, committee terms of reference, and
internal control systems. Executive assistants help implement the framework by ensuring that governance
documents are up‑to‑date, that training is delivered, and that compliance checks are performed. The
difficulty lies in keeping the framework flexible enough to adapt to regulatory changes while maintaining
consistency.

Corporate Strategy outlines the long‑term goals and the plan for achieving competitive advantage.
Governance ensures that strategy is vetted, approved, and monitored by the board. An EA may assist by
preparing strategic briefing packs, tracking implementation milestones, and summarising progress for
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board review. A practical issue is translating high‑level strategic objectives into actionable items that can be
measured.

Business Continuity refers to the capability of an organisation to continue operating during and after a
disruptive event. It encompasses planning for emergencies, technology failures, and supply‑chain
interruptions. An EA often coordinates business‑continuity testing, maintains contact lists, and updates
recovery plans. The primary challenge is ensuring that continuity plans are realistic, regularly tested, and
communicated to all relevant parties.

Incident Management is the process of detecting, responding to, and learning from incidents that affect
operations or compliance. Effective incident management reduces impact and prevents recurrence.
Executive assistants may log incidents, facilitate root‑cause analysis sessions, and track remediation actions.
A common difficulty is prioritising incidents when resources are constrained and ensuring that lessons
learned are disseminated.

Internal Audit is an independent, objective assurance function that evaluates the effectiveness of risk
management, control, and governance processes. Internal auditors provide recommendations for
improvement. An EA may schedule audit engagements, distribute audit findings, and monitor the
implementation of corrective actions. Challenges include maintaining open communication between
auditors and business units while preserving independence.

External Audit involves an independent auditor reviewing the company’s financial statements to provide an
opinion on their fairness and compliance with accounting standards. The external audit enhances credibility
with investors and regulators. An EA’s responsibilities include coordinating audit timelines, providing
auditors with access to records, and ensuring that management letters are addressed. A key obstacle can be
managing the extensive documentation required within tight audit windows.

Regulatory Compliance is the adherence to laws, regulations, and standards imposed by governmental and
industry bodies. In the UK, this includes the Companies Act 2006, the Financial Conduct Authority (FCA)
rules, and sector‑specific legislation. Executive assistants support regulatory compliance by maintaining
filing registers, tracking licence renewals, and ensuring that training records are up‑to‑date. The difficulty
often lies in interpreting complex regulations and translating them into operational procedures.

UK Corporate Governance Code provides principles and best practices for companies listed on the London
Stock Exchange. It covers board composition, remuneration, risk management, and shareholder relations.
An EA may assist by benchmarking the company’s practices against the Code, preparing compliance
statements, and updating governance policies accordingly. A frequent challenge is interpreting the “comply
or explain” principle in a way that satisfies both regulators and shareholders.

Companies Act 2006 is the primary legislation governing company law in the United Kingdom. It sets out
duties of directors, requirements for financial reporting, and procedures for meetings. Executive assistants
must be familiar with statutory filing deadlines, record‑keeping obligations, and director‑service‑address
requirements. The complexity of the Act can lead to inadvertent non‑compliance if updates are not tracked
carefully.
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Shareholder Activism involves shareholders using their voting rights and influence to affect corporate
policy, often on ESG or governance issues. Activist campaigns can drive significant change but also create
tension with management. An EA may monitor activist filings, prepare briefing notes for directors, and
coordinate responses to shareholder proposals. The challenge is balancing constructive engagement with
the need to protect the company’s strategic autonomy.

Director’s Duties are the legal and fiduciary responsibilities that board members owe to the company and
its shareholders. Duties include acting in good faith, exercising reasonable care, and avoiding conflicts of
interest. Executive assistants reinforce these duties by ensuring that directors receive accurate information,
that decisions are documented, and that any potential breaches are flagged for review. A practical difficulty
is interpreting the scope of “reasonable care” in rapidly evolving business contexts.

Board Charter is a document that outlines the role, responsibilities, composition, and operating procedures
of the board. It serves as a reference for governance expectations. An EA may draft updates to the charter,
circulate it for approval, and maintain a master copy. The challenge is ensuring that the charter remains
aligned with evolving regulatory expectations and best‑practice guidelines.

Committee Terms of Reference define the purpose, authority, and responsibilities of board committees such
as audit, remuneration, and nomination committees. Clear terms of reference help avoid overlap and ensure
focused oversight. Executive assistants help by drafting the terms, reviewing them periodically, and
confirming that committees operate within their defined scope. A common issue is achieving consensus
among board members on the level of authority granted to each committee.

Nomination Committee is responsible for identifying and recommending candidates for board and
senior‑management positions, as well as overseeing succession planning. The committee ensures that the
board possesses the appropriate mix of skills, experience, and independence. An EA may arrange candidate
shortlists, organise interview panels, and maintain records of qualifications. Challenges include managing
confidentiality during the selection process and aligning candidate profiles with strategic needs.

Shareholder Engagement involves ongoing dialogue between the company and its shareholders to
understand expectations, address concerns, and build long‑term relationships. Effective engagement can
improve investor confidence and reduce the risk of hostile actions. Executive assistants facilitate
engagement by scheduling investor days, preparing Q&A documents, and tracking feedback. The difficulty
often lies in consolidating diverse shareholder views into coherent action plans.

Proxy Voting allows shareholders who cannot attend a meeting in person to delegate their voting rights to
another party, typically the company secretary or a designated proxy. Managing proxy voting requires
accurate record‑keeping and compliance with voting‑procedure rules. An EA may process proxy forms,
verify eligibility, and ensure that votes are counted correctly. Errors in proxy handling can lead to disputes
and regulatory scrutiny.

Annual General Meeting (AGM) is a statutory meeting where shareholders receive the annual report, vote
on resolutions, and ask questions of the board. The AGM is a key governance event that requires meticulous
planning. Executive assistants organise venue logistics, manage registration, prepare the meeting pack, and
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ensure that statutory notices are issued on time. A significant challenge is coordinating the distribution of
large volumes of documentation to shareholders worldwide.

General Meeting Notice is a formal communication that informs shareholders of the date, time, location,
and agenda of a meeting. Notices must be issued within prescribed timeframes and contain required
information. An EA ensures that notices are drafted correctly, approved by the board, and dispatched in
compliance with the Companies Act. Mistakes in notice content or timing can invalidate meeting
resolutions.

Resolution is a formal decision adopted by shareholders or the board on a specific matter, such as the
appointment of auditors or amendment of articles. Resolutions can be ordinary (requiring a simple majority)
or special (requiring a higher threshold). Executive assistants record resolutions in minutes, update statutory
registers, and monitor implementation of approved actions. A challenge is tracking multiple resolutions
across different meetings and ensuring that each is fulfilled.

Statutory Register is a collection of official records required by law, including registers of directors,
shareholders, and secretaries. Maintaining accurate registers is a legal obligation. An EA may be tasked with
updating the registers after changes, filing necessary forms with Companies House, and providing reports
to auditors. The difficulty often lies in reconciling discrepancies between internal records and external
filings.

Companies House is the United Kingdom’s official register of companies, responsible for incorporating
businesses and maintaining public records. Companies must file annual returns, financial statements, and
other statutory documents with Companies House. Executive assistants coordinate these filings, monitor
filing deadlines, and keep copies of confirmation statements. Failure to file on time can result in penalties
and reputational damage.

Confirmation Statement (formerly the annual return) is a filing that confirms the company’s basic
information, such as share capital, registered office, and people with significant control. It must be
submitted at least once a year. An EA ensures that the confirmation statement is prepared, reviewed, and
lodged with Companies House before the deadline. A common obstacle is collecting up‑to‑date
information from multiple departments.

People with Significant Control (PSC) are individuals or entities that have a substantial influence over the
company, typically owning more than 25 % of shares or voting rights. Identifying PSCs is a legal
requirement, and the information must be recorded on the PSC register. Executive assistants may assist by
gathering ownership data, verifying thresholds, and updating the register. Challenges arise when ownership
structures are complex or involve offshore entities.

Whistleblower Policy outlines the procedures for reporting concerns, the protection afforded to reporters,
and the investigation process. A robust policy encourages a culture of openness and mitigates risk. An EA
may be responsible for communicating the policy, handling initial disclosures, and ensuring that
investigations are independent. Maintaining confidentiality while providing sufficient information to
investigators can be delicate.
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Data Protection refers to the legal framework governing the collection, storage, and use of personal data,
principally the UK GDPR and the Data Protection Act 2018. Compliance requires appropriate security
measures, consent mechanisms, and breach‑notification procedures. Executive assistants often handle
personal data in scheduling, travel arrangements, and record‑keeping, making them key participants in
data‑protection compliance. A frequent challenge is balancing operational efficiency with strict privacy
controls.

Information Security encompasses the policies, procedures, and technical controls that safeguard the
confidentiality, integrity, and availability of information assets. Governance structures must oversee
information‑security risk. An EA contributes by following secure communication protocols, managing access
rights for shared documents, and reporting any security incidents. Ensuring that all staff adhere to security
guidelines, especially when working remotely, can be demanding.

Business Ethics is the study of appropriate conduct in a business context, covering issues such as fair
competition, responsible sourcing, and corporate citizenship. Ethical considerations are embedded in
governance policies and codes of conduct. Executive assistants model business ethics by demonstrating
honesty in communications, respecting confidentiality, and upholding the company’s values in daily
interactions. Ethical dilemmas may arise when pressures to meet targets conflict with principled behaviour.

Conflict Management involves identifying, addressing, and resolving disagreements that may affect
organisational performance. Effective conflict management preserves relationships and supports
decision‑making. An EA may mediate scheduling conflicts, facilitate discussions between departments, and
document resolutions. The challenge is remaining impartial while ensuring that the conflict does not hinder
governance processes.

Stakeholder Mapping is a technique used to identify and assess the influence and interest of various
stakeholder groups. It helps prioritise engagement efforts and allocate resources appropriately. Executive
assistants can assist by gathering stakeholder data, creating visual maps, and updating them as
relationships evolve. A difficulty is accurately gauging the changing interests of stakeholders over time.

Performance Metrics are quantitative measures used to assess the effectiveness of governance and
risk‑management activities. Common metrics include board attendance rates, audit‑completion
percentages, and risk‑mitigation timelines. An EA may compile these metrics for board reports, track trends,
and highlight areas needing improvement. Selecting appropriate metrics that reflect true performance
without encouraging superficial compliance can be challenging.

Key Risk Indicators (KRIs) are metrics that provide early warning of emerging risks, allowing proactive
mitigation. KRIs are linked to risk thresholds and are monitored regularly. Executive assistants may collect
KRI data from operational teams, update dashboards, and alert senior management when indicators
approach critical levels. The difficulty lies in defining KRIs that are both meaningful and actionable.

Risk Register Review is the periodic assessment of the risk register to ensure that risk descriptions, impact
assessments, and mitigation plans remain current. Review cycles are typically quarterly or aligned with
board meetings. An EA may schedule review sessions, circulate updated registers, and record decisions
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made during the review. Maintaining momentum and ensuring that all risk owners provide timely updates
can be problematic.

Audit Trail is a chronological record that documents the sequence of activities, changes, and approvals
related to a particular process or transaction. An audit trail supports accountability and facilitates
investigations. Executive assistants help maintain audit trails by logging document revisions, recording
meeting minutes, and preserving correspondence. Ensuring that audit trails are complete and tamper‑proof
requires disciplined record‑keeping.

Governance Reporting involves the preparation and distribution of reports that communicate governance
activities, decisions, and outcomes to stakeholders. Reports may include board minutes, governance‑risk
dashboards, and compliance summaries. An EA often compiles these reports, ensures accuracy, and
distributes them to appropriate audiences. A key challenge is presenting complex information in a clear,
concise format that meets the needs of diverse readers.

Strategic Risk is the risk that arises from the fundamental decisions that shape the organisation’s direction,
such as market entry, mergers, or product development. Strategic risks have high impact and often involve
uncertainty. Executive assistants may track strategic‑risk assessments, maintain documentation of board
deliberations, and monitor implementation of strategic initiatives. The difficulty is that strategic risks are
often long‑term and may not be fully understood at the time of decision.

Operational Risk pertains to the risk of loss resulting from inadequate or failed internal processes, people,
systems, or external events. It includes process errors, fraud, and technology failures. An EA contributes by
documenting standard operating procedures, identifying gaps, and supporting incident‑response activities.
Operational risk is pervasive, making it essential to embed controls throughout everyday tasks.

Financial Risk encompasses risks related to the company’s financial health, including credit risk, liquidity risk,
and market risk. Governance structures oversee financial risk through policies, limits, and monitoring
mechanisms. Executive assistants may assist by preparing cash‑flow forecasts, updating loan‑covenant
compliance tables, and ensuring that financial disclosures are accurate. A challenge is coordinating
information from multiple finance systems to provide a cohesive view.

Compliance Risk is the risk of legal or regulatory sanctions, financial loss, or reputation damage arising from
failure to comply with applicable laws and standards. Governance committees evaluate compliance risk and
set remediation plans. An EA’s role includes tracking compliance deadlines, maintaining evidence of
compliance activities, and reporting breaches to senior management. Keeping abreast of evolving
regulations across jurisdictions can be demanding.

Reputational Risk refers to the potential loss of stakeholder trust and goodwill resulting from negative
publicity, ethical lapses, or poor performance. Reputation is intangible but critical to long‑term success.
Executive assistants can help safeguard reputation by ensuring consistent messaging, handling media
inquiries professionally, and monitoring social‑media sentiment. The difficulty lies in responding swiftly to
incidents that could damage the company’s image.
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Regulatory Change Management is the systematic approach to identifying, assessing, and implementing
changes required by new or amended regulations. Effective change management ensures that the
organisation remains compliant without disruption. An EA may track regulatory updates, coordinate
impact‑assessment workshops, and oversee the rollout of new policies. A common obstacle is translating
legal language into practical operational steps.

Board Evaluation is a periodic assessment of board performance, composition, and effectiveness.
Evaluations may be self‑directed or conducted by external consultants. Executive assistants facilitate the
process by organising surveys, compiling feedback, and arranging debrief sessions. Challenges include
encouraging candid responses and translating evaluation outcomes into actionable improvements.

Director Training provides education on fiduciary duties, governance best practices, and emerging
regulatory issues. Ongoing training enhances board competence and confidence. An EA may schedule
training sessions, manage enrolment, and maintain records of completed courses. Ensuring that training is
relevant, timely, and aligned with the director’s experience level can be complex.

Governance Risk Assessment is a systematic review of governance structures to identify weaknesses, gaps,
or areas of improvement. The assessment may cover board composition, committee effectiveness, and
policy adequacy. Executive assistants support the assessment by gathering documentation, coordinating
stakeholder interviews, and summarising findings. The difficulty is securing honest input from senior leaders
who may be protective of existing processes.

Policy Management involves the creation, approval, distribution, and maintenance of corporate policies.
Effective policy management ensures that all staff understand expectations and comply with requirements.
An EA may maintain a central repository of policies, track revision histories, and monitor acknowledgement
rates. A challenge is preventing policy sprawl, where too many overlapping policies create confusion.

Legal Counsel provides advice on the legal implications of business decisions, contracts, and governance
matters. Collaboration between the board and legal counsel is essential for risk mitigation. Executive
assistants may liaise with legal counsel to obtain opinions, schedule consultations, and ensure that legal
advice is documented and disseminated appropriately. The difficulty is balancing the need for swift
decisions with thorough legal review.

Ethical Decision‑Making Framework offers a structured approach for evaluating choices against the
organisation’s values and ethical standards. The framework may include steps such as identifying
stakeholders, assessing impacts, and consulting the code of conduct. An EA can embed the framework into
meeting agendas, prompting directors to consider ethical implications before approving actions. Ensuring
consistent use of the framework across diverse situations can be challenging.

Internal Control Questionnaire (ICQ) is a tool used to assess the design and operating effectiveness of
internal controls across functions. The questionnaire gathers evidence on control activities, segregation of
duties, and monitoring mechanisms. Executive assistants may distribute the ICQ, collect responses, and
compile results for audit review. A common issue is obtaining accurate and complete responses from busy
operational managers.
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Control Self‑Assessment (CSA) is a process where business units evaluate the effectiveness of their own
controls, often using questionnaires and workshops. CSAs promote ownership of risk management and
provide insight for auditors. An EA may organise CSA sessions, track completion, and summarise findings
for senior management. The challenge is ensuring objectivity when units assess their own controls.

Risk Culture describes the shared attitudes, values, and behaviours that influence how risk is perceived and
managed throughout the organisation. A strong risk culture encourages open discussion of risks and
proactive mitigation. Executive assistants can reinforce risk culture by modelling transparency, encouraging
reporting of near‑misses, and recognising risk‑aware behaviours. Changing entrenched cultural norms can
be a slow and difficult process.

Incident Reporting System is a formal mechanism for logging and tracking incidents that affect safety,
security, or compliance. The system captures details, assigns responsibility, and monitors resolution. An EA
may be the first point of contact for incident reports, ensuring that they are logged promptly and that
appropriate parties are notified. Maintaining confidentiality while providing sufficient information for
investigation is a delicate balance.

Business Impact Analysis (BIA) evaluates the potential effects of disruptions on critical business functions,
identifying recovery priorities and resource requirements. The BIA informs business‑continuity planning.
Executive assistants may assist by gathering information on process dependencies, documenting recovery
time objectives, and supporting the development of continuity strategies. A frequent challenge is obtaining
accurate data from departments that may underestimate their importance.

Recovery Time Objective (RTO) is the maximum acceptable length of time that a business process can be
unavailable after a disruption before causing unacceptable consequences. RTOs guide the design of
recovery solutions. An EA may track RTOs for key processes, coordinate testing of recovery procedures, and
report on compliance with RTO targets. Aligning RTO expectations with realistic resource constraints can be
problematic.

Recovery Point Objective (RPO) defines the maximum tolerable period in which data might be lost due to a
disruption. It determines the frequency of data backups and replication. Executive assistants may ensure
that backup schedules are documented, that test restores are performed, and that any deviations from the
RPO are reported. Balancing the cost of frequent backups with the need for data integrity is a common
trade‑off.

Governance Dashboard is a visual tool that consolidates key governance metrics, risk indicators, and
compliance status for quick review by senior leaders. Dashboards facilitate timely decision‑making and
highlight areas requiring attention. An EA may be responsible for updating the dashboard, verifying data
accuracy, and presenting it during board meetings. Ensuring that the dashboard remains relevant and does
not become a static report is an ongoing challenge.

Board Portal is a secure, web‑based platform that provides directors with access to board papers, meeting
minutes, and collaborative tools. The portal enhances efficiency, reduces paper use, and improves security.
Executive assistants manage user access, upload documents, and monitor portal activity to ensure that
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directors have the information they need. A challenge is maintaining strong authentication while keeping
the system user‑friendly.

Stakeholder Communication Plan outlines the methods, frequency, and responsibilities for engaging with
various stakeholder groups. The plan ensures consistent messaging and alignment with strategic objectives.
An EA may develop the plan, coordinate communication activities, and track engagement metrics. Adjusting
the plan to address emerging stakeholder concerns without over‑communicating can be delicate.

Regulatory Reporting involves the submission of mandatory information to regulatory bodies, such as
financial statements to the FCA or environmental data to the Environment Agency. Accurate reporting is
essential to avoid penalties and maintain licence status. Executive assistants often oversee the preparation
of reporting templates, verify data completeness, and manage submission timelines. Coordinating data
from multiple sources under tight deadlines is a frequent obstacle.

Audit Scope defines the boundaries of an audit, specifying which areas, processes, and time periods will be
examined. A clear scope ensures that auditors focus on relevant risks and that resources are used efficiently.
An EA may assist auditors in defining the scope by providing background information, identifying key
contacts, and clarifying objectives. Misalignment between the agreed scope and the actual work performed
can lead to disputes and re‑work.

Audit Findings are observations made by auditors that identify gaps, weaknesses, or non‑compliance in the
areas examined. Findings are typically categorised by severity and include recommendations for
remediation. Executive assistants may summarise findings for board discussion, track corrective‑action
plans, and follow up on implementation status. Ensuring that findings are addressed promptly while
managing the workload of responsible parties is a key challenge.

Remediation Plan outlines the steps required to address audit findings, including timelines, responsible
owners, and resource allocation. An effective remediation plan closes gaps and improves controls. An EA
may coordinate the development of remediation plans, monitor progress, and report status to the audit
committee. Keeping remediation activities on track amid competing priorities can be demanding.

Compliance Monitoring is the ongoing process of checking that policies, procedures, and controls are being
followed in practice. Monitoring activities may include periodic reviews, testing, and reporting. Executive
assistants can support monitoring by maintaining checklists, scheduling review cycles, and compiling
compliance evidence. The challenge is achieving sufficient coverage without creating an excessive
administrative burden.

Regulatory Inspection is a formal examination conducted by a regulator to assess compliance with statutory
requirements. Inspections may be scheduled or unannounced and can focus on specific areas such as
financial reporting or health and safety. An EA helps prepare for inspections by gathering documentation,
organising site visits, and ensuring that staff are briefed on expectations. Managing the stress and resource
demands of an inspection can be significant.

Governance Policy Framework is the hierarchy of policies that govern the organisation, ranging from
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high‑level governance statements to detailed procedural manuals. The framework ensures consistency and
alignment across the enterprise. Executive assistants may maintain the hierarchy, ensure that policies are
reviewed periodically, and assist in disseminating updates. A challenge is preventing policy duplication and
ensuring that each policy has a clear owner.

Risk Appetite Statement articulates the level of risk the board is willing to accept in pursuit of its objectives,
often expressed in qualitative terms such as “moderate” or “high”. The statement guides strategic
decision‑making and resource allocation. An EA may help translate the statement into operational metrics,
communicate it to business units, and monitor adherence. Aligning the appetite with actual risk exposure
can be complex.

Risk Register Governance refers to the oversight mechanisms that ensure the risk register remains accurate,
up‑to‑date, and aligned with the organisation’s risk‑management framework. Governance may involve
regular board reviews, risk‑owner sign‑offs, and audit verification. Executive assistants facilitate governance
by scheduling review meetings, circulating updated registers, and documenting decisions. Maintaining
ownership accountability across diverse functions is often difficult.

Control Framework provides the structure for designing, implementing, and evaluating internal controls,
often based on standards such as COSO or ISO 31000. The framework defines control objectives, activities,
and monitoring processes. An EA may assist by mapping controls to business processes, tracking
control‑testing results, and reporting on control effectiveness. Integrating the framework with existing
operational practices without duplication requires careful planning.

Governance Risk and Compliance (GRC) Platform is an integrated software solution that consolidates
governance, risk, and compliance activities into a single system. It enables tracking of policies, incidents, risk
registers, and audit findings. Executive assistants may use the GRC platform to assign tasks, generate
reports, and maintain audit trails. Adoption challenges include ensuring user training, data quality, and
alignment with legacy processes.

Regulatory Impact Assessment (RIA) evaluates the potential effects of proposed or existing regulations on
the organisation’s operations, costs, and strategic options. An RIA helps decision‑makers understand the
trade‑offs involved in regulatory compliance. An EA may gather data for the assessment, coordinate
stakeholder input, and summarise findings for senior management. Conducting a thorough RIA can be
resource‑intensive.

Stakeholder Risk Assessment identifies and evaluates risks arising from stakeholder actions, expectations, or
relationships. It helps prioritise engagement strategies and allocate resources. Executive assistants can
support the assessment by mapping stakeholder interests, rating risk levels, and documenting mitigation
measures.

Read online: https://certificates.lsba.org.uk/guides/3927141/
governance-and-risk-management

London School of Business and Administration · 21 Jun 2026


