
Being a company secretary 
What is a company secretary? 

The company secretary is a strategic position of considerable influence at the heart 
of governance operations within an organisation.  
 
Governance describes the way that an organisation is directed and controlled, which 
includes a company's strategy and decision making, how it achieves its aims, and 
ensuring that all activities undertaken comply with legal, ethical and regulatory 
requirements. 
 
Company secretaries have a broad skill set - corporate law, finance, governance, 
strategy and corporate secretarial practice - and they advise a company's board in 
these key areas, providing support to the Chair, CEO and non-executive directors. 

By becoming a company secretary you will have: 

 access to a wide variety of different job roles across many sectors 
 a diversity of responsibilities 
 a fast-track to high-level roles, working with the board 
 the potential to earn six figure salaries 
 the opportunity to work overseas. 

  
Where do company secretaries work? 

Company secretaries work across all sectors in a range of different organisations – 
in private companies, the public sector (e.g. local government organisations, the 
NHS) and the not-for-profit sector (e.g. charities and professional bodies.) 

Some work for professional services firms or run their own businesses as sole 
practitioners or small partnerships, providing a range of clients with company 
secretarial services for a fee. 

What does a company secretary do? 

The specific responsibilities of a company secretary vary depending upon the level of 
the job role, the size of the organisation and the sector in which it operates. 
However, responsibilities typically include: 

 Guiding the chairman and board on their responsibilities under the rules and 
regulations to which they are subject and on how those responsibilities should 
be discharged (Cadbury 1992). 



 Supporting the chairman in ensuring the board functions efficiently and 
effectively. 

 Ensuring good information flows within the board and its committees and 
between senior management and non-executive directors, as well as 
facilitating induction and assisting with professional development as required. 

 Maintaining good shareholder relations and keeping the board informed on 
shareholders' views. 

 Developing and overseeing the systems that ensure that the company 
complies with all applicable codes, in addition to its legal and statutory 
requirements. 

 Monitoring changes in relevant legislation and the regulatory environment and 
taking action accordingly. 

 Overseeing the day-to-day administration of the company, e.g. maintaining 
statutory books, including registers of members, directors and secretaries, 
organising board meetings and AGMs, preparing agendas and taking 
minutes. 

 Having responsibility for facilities, HR, insurance, investor relations, pension 
administration, premises and share registration (this only applies to some 
company secretaries). 

 

What salary can a company secretary expect? 

As with many jobs, salaries vary dependent on location, sector, and the size and 
type of organisation that you work for. Top company secretaries in FTSE firms can 
earn six figure salaries and five figure bonuses. 

The tables below give you an indication of salaries at different levels within different 
types of organisation.* 

Company type Average Top 10% 

FTSE 100 £170,000 £320,000 

FTSE 250 £125,000 £180,000 

Other PLCs £96,000 £144,500 

Private t/o £250m+ £97,500 £167,500 

Private t/o under £250m £73,000 £103,500 

Charity/Not for Profit £62,500 £111,000 

Professions £81,000 £105,000 

Company secretary salaries 

*Salary information taken from Chambers and Partners’ Company Secretaries Salary Survey July 2014. 



Could you be a company secretary? 

We think a career as a company secretary is a great choice for anyone who: 

 Has an interest in or knowledge of company law and/or governance 
 Is able to influence colleagues at the highest levels 
 Has strong attention to detail 
 Can write clearly and concisely 
 Can take in and process large amounts of information 
 Is trustworthy, keeping confidential information confidential. 
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