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

Board and Committee Administration

In the realm of corporate governance, board administration plays a vital role in ensuring the effective
management and oversight of an organization. As an executive assistant, it is essential to have a thorough
understanding of the key terms and vocabulary associated with board and committee administration. This
includes governance structures, roles and responsibilities, and the various processes involved in supporting
the board and its committees.

The board of directors is responsible for setting the overall strategy and direction of the organization, and it
is the executive assistant's role to provide administrative support to the board and its members. This
includes preparing meeting agendas, minutes, and other supporting documents, as well as coordinating
travel arrangements and accommodation for board members. The executive assistant must also ensure that
all necessary documents and information are available to the board members in a timely manner, and that
all communications with the board are handled in a professional and efficient manner.

In addition to supporting the board, the executive assistant may also be responsible for supporting the
various committees that report to the board. These committees may include the audit committee, the
remuneration committee, and the nominations committee, among others. Each committee has its own
specific terms of reference and responsibilities, and the executive assistant must be familiar with these in
order to provide effective support.

The audit committee, for example, is responsible for overseeing the organization's financial reporting and
internal controls. The executive assistant may be responsible for coordinating the audit committee's
meetings, preparing meeting papers, and ensuring that all necessary documents are available to the
committee members. The executive assistant may also be required to liaise with the external auditors and
other stakeholders to ensure that the audit committee's work is carried out efficiently and effectively.

The remuneration committee, on the other hand, is responsible for determining the compensation and
benefits of the organization's senior executives. The executive assistant may be responsible for preparing
meeting papers and other supporting documents, as well as coordinating the committee's meetings and
ensuring that all necessary information is available to the committee members. The executive assistant may
also be required to liaise with the human resources department and other stakeholders to ensure that the
remuneration committee's work is carried out in accordance with the organization's policies and
procedures.

The nominations committee is responsible for identifying and recommending candidates for appointment
to the board of directors. The executive assistant may be responsible for coordinating the nominations
committee's meetings, preparing meeting papers, and ensuring that all necessary information is available to
the committee members. The executive assistant may also be required to liaise with the chairman of the
board and other stakeholders to ensure that the nominations committee's work is carried out in accordance
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with the organization's governance framework.

In order to provide effective support to the board and its committees, the executive assistant must have a
thorough understanding of the organization's governance framework and the various laws and regulations
that apply to the organization. This includes the Companies Act, the Financial Services and Markets Act, and
the UK Corporate Governance Code, among others. The executive assistant must also be familiar with the
organization's articles of association and the memorandum of association, as well as the various policies
and procedures that govern the organization's operations.

The executive assistant must also be aware of the various risks and challenges that the organization faces,
and be able to provide support to the board and its committees in managing these risks. This may include
financial risks, operational risks, and reputational risks, among others. The executive assistant must be able
to provide advice and guidance to the board and its committees on these risks, and help to ensure that the
organization is taking a proactive approach to managing them.

In addition to providing support to the board and its committees, the executive assistant may also be
responsible for coordinating the organization's annual general meeting (AGM) and other shareholder
meetings. This includes preparing the notice of meeting, the proxy form, and other supporting documents,
as well as coordinating the logistics of the meeting and ensuring that all necessary arrangements are in
place.

The executive assistant may also be responsible for maintaining the organization's statutory books and
records, including the register of members, the register of directors, and the minutes of meetings. This
requires a high level of attention to detail and a thorough understanding of the organization's governance
framework and the various laws and regulations that apply to the organization.

In order to be successful in this role, the executive assistant must have excellent communication and
interpersonal skills, as well as the ability to work effectively with a wide range of stakeholders, including the
board of directors, the executive team, and other employees. The executive assistant must also be able to
maintain confidentiality and handle sensitive information in a professional and discreet manner.

The executive assistant must also be highly organized and able to prioritize tasks effectively, as well as
being able to work well under pressure and meet tight deadlines. The executive assistant must also be
proactive and able to anticipate the needs of the board and its committees, as well as being able to think
critically and provide advice and guidance as needed.

In terms of professional development, the executive assistant may wish to consider obtaining a qualification
such as the Chartered Secretary or the Chartered Governance Professional. These qualifications can provide
a thorough understanding of the principles and practices of corporate governance, as well as the skills and
knowledge needed to support the board and its committees effectively.

The executive assistant may also wish to consider joining a professional body such as the Chartered
Governance Institute or the Institute of Chartered Secretaries and Administrators. These bodies can provide
access to a range of resources and networking opportunities, as well as the chance to connect with other
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professionals in the field and stay up-to-date with the latest developments and best practices in corporate
governance.

In addition to these qualifications and memberships, the executive assistant may also wish to consider
undertaking continuing professional development (CPD) training to stay up-to-date with the latest
developments and best practices in corporate governance. This can include attending seminars and
workshops, as well as completing online courses and other training programs.

The role of the executive assistant in supporting the board and its committees is a critical one, and requires
a high level of skill, knowledge, and expertise. By having a thorough understanding of the key terms and
vocabulary associated with board and committee administration, as well as the various processes and
procedures involved, the executive assistant can provide effective support to the board and its committees,
and help to ensure that the organization is governed in a responsible and effective manner.

The governance framework of an organization is the system by which it is directed and controlled. It
includes the laws and regulations that apply to the organization, as well as the policies and procedures that
govern its operations. The governance framework is typically set out in the organization's constitution,
which includes the articles of association and the memorandum of association.

The board of directors is responsible for overseeing the governance of the organization, and for ensuring
that it is managed in a responsible and effective manner. The board is typically made up of a group of
directors who are appointed by the shareholders to represent their interests. The directors are responsible
for making decisions about the organization's strategy and direction, as well as for overseeing the
management of the organization.

The chairman of the board is responsible for leading the board and for ensuring that it is functioning
effectively. The chairman is typically appointed by the board of directors, and serves as the spokesperson
for the organization. The chairman is also responsible for facilitating communication between the board and
the executive team, and for ensuring that the board is receiving the information it needs to make informed
decisions.

The company secretary is responsible for providing administrative support to the board and its committees.
The company secretary is typically appointed by the board of directors, and serves as the chief
administrative officer of the organization. The company secretary is responsible for preparing agendas and
minutes of meetings, as well as for maintaining the organization's statutory books and records.

The audit committee is a committee of the board that is responsible for overseeing the organization's
financial reporting and internal controls. The audit committee is typically made up of a group of directors
who are independent of the executive team, and who have the necessary skills and expertise to carry out
the committee's responsibilities.

The remuneration committee is a committee of the board that is responsible for determining the
compensation and benefits of the organization's senior executives. The remuneration committee is typically
made up of a group of directors who are independent of the executive team, and who have the necessary
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skills and expertise to carry out the committee's responsibilities.

The nominations committee is a committee of the board that is responsible for identifying and
recommending candidates for appointment to the board of directors. The nominations committee is
typically made up of a group of directors who are independent of the executive team, and who have the
necessary skills and expertise to carry out the committee's responsibilities.

The risk management process is the process by which an organization identifies, assesses, and mitigates
risks to its operations and assets. The risk management process typically involves a range of activities,
including risk assessment, risk mitigation, and risk monitoring.

The compliance function is the function within an organization that is responsible for ensuring that the
organization is complying with all relevant laws and regulations. The compliance function typically involves
a range of activities, including compliance monitoring, compliance reporting, and compliance training.

The internal audit function is the function within an organization that is responsible for providing assurance
that the organization's internal controls are operating effectively. The internal audit function typically
involves a range of activities, including audit planning, audit execution, and audit reporting.

The external audit function is the function that is responsible for providing assurance that an organization's
financial statements are accurate and reliable. The external audit function is typically carried out by a firm of
auditors who are independent of the organization.

The committee charter is a document that sets out the terms of reference and responsibilities of a
committee. The committee charter typically includes information about the committee's purpose,
membership, and responsibilities, as well as its reporting requirements and accountabilities.

The board evaluation is the process by which the board of directors evaluates its own performance and
effectiveness. The board evaluation typically involves a range of activities, including self-assessment, peer
review, and external evaluation.

The director evaluation is the process by which the performance and effectiveness of individual directors are
evaluated. The director evaluation typically involves a range of activities, including self-assessment, peer
review, and external evaluation.

The CEO evaluation is the process by which the performance and effectiveness of the chief executive officer
are evaluated. The CEO evaluation typically involves a range of activities, including self-assessment, peer
review, and external evaluation.

The succession planning is the process by which an organization plans for the succession of its senior
executives and board members. The succession planning typically involves a range of activities, including
identification of potential successors, development of successor candidates, and transition planning.

The crisis management is the process by which an organization manages and responds to crises and other
emergency situations. The crisis management typically involves a range of activities, including crisis
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planning, crisis response, and crisis recovery.

The stakeholder engagement is the process by which an organization engages with its stakeholders and
builds relationships with them. The stakeholder engagement typically involves a range of activities,
including stakeholder identification, stakeholder analysis, and stakeholder communication.

The corporate social responsibility is the responsibility of an organization to act in a way that is ethical and
responsible towards its stakeholders and the environment. The corporate social responsibility typically
involves a range of activities, including community engagement, environmental sustainability, and ethical
business practices.

The compliance program is a program that is designed to ensure that an organization is complying with all
relevant laws and regulations. The compliance program typically involves a range of activities, including
compliance monitoring, compliance reporting, and compliance training.

The internal control is a process that is designed to provide assurance that an organization's operations are
being carried out in a way that is efficient and effective. The internal control typically involves a range of
activities, including control environment, risk assessment, and control activities.

The risk management framework is a framework that is designed to provide a structured approach to risk
management. The risk management framework typically involves a range of activities, including risk
identification, risk assessment, and risk mitigation.

The information security is the process by which an organization protects its information assets from
unauthorized access, use, or disclosure. The information security typically involves a range of activities,
including security policies, security procedures, and security awareness training.

The business continuity planning is the process by which an organization plans for the continuity of its
operations in the event of a disaster or other disruptive event. The business continuity planning typically
involves a range of activities, including risk assessment, business impact analysis, and continuity planning.

The disaster recovery planning is the process by which an organization plans for the recovery of its
operations in the event of a disaster or other disruptive event. The disaster recovery planning typically
involves a range of activities, including risk assessment, business impact analysis, and recovery planning.

The records management is the process by which an organization manages its records and documents. The
records management typically involves a range of activities, including records creation, records storage, and
records disposal.

The knowledge management is the process by which an organization manages its knowledge and
intellectual assets. The knowledge management typically involves a range of activities, including knowledge
creation, knowledge sharing, and knowledge retention.

The communication plan is a plan that is designed to ensure that an organization's message is
communicated effectively to its stakeholders. The communication plan typically involves a range of
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activities, including message development, channel selection, and message delivery.

The stakeholder analysis is the process by which an organization identifies and analyzes its stakeholders.
The stakeholder analysis typically involves a range of activities, including stakeholder identification,
stakeholder analysis, and stakeholder prioritization.

The issue management is the process by which an organization manages and responds to issues and
concerns that are raised by its stakeholders. The issue management typically involves a range of activities,
including issue identification, issue analysis, and issue resolution.

The reputation management is the process by which an organization manages and protects its reputation.
The reputation management typically involves a range of activities, including reputation monitoring,
reputation analysis, and reputation building.

The brand management is the process by which an organization manages and protects its brand. The brand
management typically involves a range of activities, including brand development, brand positioning, and
brand protection.

The social media management is the process by which an organization manages its social media presence
and engagement. The social media management typically involves a range of activities, including social
media monitoring, social media analytics, and social media engagement.

The compliance training is the process by which an organization provides training to its employees on
compliance matters. The compliance training typically involves a range of activities, including compliance
policies, compliance procedures, and compliance awareness training.

The audit committee charter is a document that sets out the terms of reference and responsibilities of the
audit committee. The audit committee charter typically includes information about the committee's
purpose, membership, and responsibilities, as well as its reporting requirements and accountabilities.

The remuneration committee charter is a document that sets out the terms of reference and responsibilities
of the remuneration committee. The remuneration committee charter typically includes information about
the committee's purpose, membership, and responsibilities, as well as its reporting requirements and
accountabilities.

The nominations committee charter is a document that sets out the terms of reference and responsibilities
of the nominations committee. The nominations committee charter typically includes information about the
committee's purpose, membership, and responsibilities, as well as its reporting requirements and
accountabilities.

The board evaluation framework is a framework that is designed to evaluate the performance and
effectiveness of the board of directors. The board evaluation framework typically involves a range of
activities, including self-assessment, peer review, and external evaluation.

The director evaluation framework is a framework that is designed to evaluate the performance and
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effectiveness of individual directors. The director evaluation framework typically involves a range of
activities, including self-assessment, peer review, and external evaluation.

The CEO evaluation framework is a framework that is designed to evaluate the performance and
effectiveness of the chief executive officer. The CEO evaluation framework typically involves a range of
activities, including self-assessment, peer review, and external evaluation.

The succession planning framework is a framework that is designed to plan for the succession of an
organization's senior executives and board members. The succession planning framework typically involves
a range of activities, including identification of potential successors, development of successor candidates,
and transition planning.

The crisis management framework is a framework that is designed to manage and respond to crises and
other emergency situations. The crisis management framework typically involves a range of activities,
including crisis planning, crisis response, and crisis recovery.

The stakeholder engagement framework is a framework that is designed to engage with an organization's
stakeholders and build relationships with them. The stakeholder engagement framework typically involves a
range of activities, including stakeholder identification, stakeholder analysis, and stakeholder
communication.

The corporate social responsibility framework is a framework that is designed to ensure that an organization
acts in a way that is ethical and responsible towards its stakeholders and the environment. The corporate
social responsibility framework typically involves a range of activities, including community engagement,
environmental sustainability, and ethical business practices.

The compliance program framework is a framework that is designed to ensure that an organization is
complying with all relevant laws and regulations. The compliance program framework typically involves a
range of activities, including compliance monitoring, compliance reporting, and compliance training.

The internal control framework is a framework that is designed to provide assurance that an organization's
operations are being carried out in a way that is efficient and effective. The internal control framework
typically involves a range of activities, including control environment, risk assessment, and control activities.

The information security framework is a framework that is designed to protect an organization's information
assets from unauthorized access, use, or disclosure. The information security framework typically involves a
range of activities, including security policies, security procedures, and security awareness training.

The business continuity planning framework is a framework that is designed to plan for the continuity of an
organization's operations in the event of a disaster or other disruptive event. The business continuity
planning framework typically involves a range of activities, including risk assessment, business impact
analysis, and continuity planning.

The disaster recovery planning framework is a framework that is designed to plan for the recovery of an
organization's operations in the event of a disaster or other disruptive event. The disaster recovery planning
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framework typically involves a range of activities, including risk assessment, business impact analysis, and
recovery planning.

The records management framework is a framework that is designed to manage an organization's records
and documents. The records management framework typically involves a range of activities, including
records creation, records storage, and records disposal.

The knowledge management framework is a framework that is designed to manage an organization's
knowledge and intellectual assets. The knowledge management framework typically involves a range of
activities, including knowledge creation, knowledge sharing, and knowledge retention.

The communication plan framework is a framework that is designed to ensure that an organization's
message is communicated effectively to its stakeholders. The communication plan framework typically
involves a range of activities, including message development, channel selection, and message delivery.

The stakeholder analysis framework is a framework that is designed to identify and analyze an
organization's stakeholders. The stakeholder analysis framework typically involves a range of activities,
including stakeholder identification, stakeholder analysis, and stakeholder prioritization.

The issue management framework is a framework that is designed to manage and respond to issues and
concerns that are raised by an organization's stakeholders. The issue management framework typically
involves a range of activities, including issue identification, issue analysis, and issue resolution.

The reputation management framework is a framework that is designed to manage and protect an
organization's reputation. The reputation management framework typically involves a range of activities,
including reputation monitoring, reputation analysis, and reputation building.

The brand management framework is a framework that is designed to manage and protect an
organization's brand. The brand management framework typically involves a range of activities, including
brand development, brand positioning, and brand protection.

The social media management framework is a framework that is designed to manage an organization's
social media presence and engagement. The social media management framework typically involves a
range of activities, including social media monitoring, social media analytics, and social media engagement.

The compliance training framework is a framework that is designed to provide training to an organization's
employees on compliance matters. The compliance training framework typically involves a range of
activities, including compliance policies, compliance procedures, and compliance awareness training.
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