
 

 



Annex A

Position Duties and Responsibilities
1 Group Manager

(001-M3-CBS-OBS)
Key Functional Responsibilities:
1. Undertake fiduciary corporate secretariat duties and responsibilities.  Serve as confidant and counselor, especially on corporate governance affairs. 
2. Provide technical and administrative support to the Board and Board Committees.  Organize Board and Board Committees meetings. Handle all administrative and organizational 
matters, including providing assistance to the Chairman in preparation of Board and Board Committees agenda and in presentation of issues and briefs; providing members of the 
Board with information needed in decision making; and ensuring that the Board and Board Committees have proper advice and resources in discharging their functions.  
3. Direct and ensure the conduct and completion of all necessary arrangements for the holding of Board and Board Committees meetings, including the selection of venue, preparation 
and distribution of agenda,    preparation of folios and discussion briefs / documents, and issuance of notices to Board and Board Committees members.  
4. Serve as official custodian of all records of the Board including stock certificates, shareholder records, minutes book, registry of Directors and shareholders, seal of the Corporation 
and other books and records.   
5. Certify Board resolutions and other corporate documents.  Issue Secretary’s Certificates on resolutions passed and approved by the Board.  
6. Provide advice on legal matters and corporate governance issues and performance.  Assist in addressing corporate conflict. Undertake liaison activities with other agencies or 
institutions to address Board concerns.
7. Perform other related functions as may be directed by the Board, Board Committees, and/or the Chairman.. 
Key Management Responsibilities:
1.	Manage by providing leadership, directing the activities and efforts of the Office, and managing people, processes and other resources to ensure that the Office meets its goals and 
objectives.
2.	Develop employees by providing periodic performance evaluation, performance feedback, coaching, training and other developmental opportunities.
3.	Remove barriers to performance by identifying issues that are preventing work from getting done.  Remove any obstacles or impediments to its success.  Get involved with problems 
or issues that cannot be resolved at lower levels. Investigate and resolve questions or requests which are difficult or unusually complex, or are of significant strategic value to the 
Corporation. 
4.	Identify internal and external customer needs. Collaborate with other groups and departments in the Corporation to facilitate actions/decisions and ensure needs of the Office are 
being addressed.
5.	Recruit and train personnel for the Office.
6.	Perform other related functions as may be assigned.  


