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Course Overview:

This Board Secretariat Training program provides a comprehensive framework for board secretaries,
governance officers, and compliance professionals to excel in their evolving roles. Rooted in
Corporate Governance Practices and global standards, the course blends theory with practice to
strengthen the professional competencies needed to manage board processes effectively.
Participants will explore responsibilities such as preparing board meetings, managing
documentation, supporting directors, and ensuring alignment with Corporate Compliance and
Governance regulations.

The training integrates insights from international best practices, including OECD guidelines and
case studies from emerging and mature markets, while drawing on academic research e.q.,
disclosure quality, secretary background factors. By focusing on Effective Board Management, risk
oversight, board evaluations, and strategic governance, the program equips attendees to serve as
trusted advisors to boards. Additionally, participants will sharpen their Board Meeting Management
Training skills, enhance advisory capacities, and gain tools for navigating challenges such as
conflicts of interest, disclosure obligations, and sustainability integration.

Ultimately, this course develops the ability to balance compliance with value creation, empowering
board secretaries to ensure transparency, accountability, and effective decision-making. Graduates
will return with actionable knowledge and a set of applied frameworks to lead governance
transformation and implement Secretariat and Governance Best Practices confidently.

Target Audience:

Board Secretaries & Assistant Corporate Secretaries
Governance Professionals & Compliance Officers
Legal Advisors & Corporate Counsel

Executive Assistants to Boards and CEOs

Senior Managers in Corporate Affairs & Risk Oversight
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Targeted Organizational Departments:

Board Secretariat & Governance Department
Legal & Compliance Units

Risk Management & Internal Audit Departments
Investor Relations & Corporate Affairs

Strategy and Business Planning Teams

Targeted Industries:

e Banking & Financial Services regulatory-driven compliance

Energy, Oil & Gas complex board structures

Public Sector & State-Owned Enterprises transparency focus
Healthcare & Pharmaceuticals ethics & accountability

Technology & Telecommunications fast-changing governance needs

Course Offerings:

¢ By the end of this Board Secretariat Training, participants will be able to:

¢ Apply Corporate Governance Practices to ensure compliance with local and international
standards.

¢ Manage board and committee meetings with confidence using Board Meeting Management
Training frameworks.

e Draft minutes, reports, and disclosure materials aligned with Board Compliance Course
requirements.

e Advise directors on fiduciary duties, conflicts of interest, and governance codes.

¢ Conduct Board Evaluation and Strategy Course assessments to improve board effectiveness.

e Strengthen skills in risk oversight, sustainability, and Secretariat and Governance Best
Practices.
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Training Methodology:

This Corporate Governance Practices course adopts a blended learning model. Participants will
engage in instructor-led presentations, case studies from global corporations, and group workshops
simulating real-world boardroom challenges. Interactive role-playing will build communication and
advisory confidence, while peer-to-peer debates encourage sharing of diverse governance
experiences.

Learning is reinforced through templates for board papers, checklists for compliance monitoring, and
evaluation frameworks to practice Effective Board Management. Participants will also analyze
academic findings e.q., internal disclosure linked to secretary profiles to bridge theory and practice.
Continuous feedback, reflection sessions, and scenario-based exercises will ensure knowledge
retention and practical application.

Course Toolbox:

e Governance checklists and compliance templates

e Board paper drafting guidelines

e Case study booklets international & regional

Board evaluation sample frameworks

Risk oversight and audit committee reporting samples
Access to curated online governance resources

Course Agenda:

Day 1: Foundations of Board Secretariat & Governance

Topic 1: Role of the Board Secretary in Corporate Governance Practices
Topic 2: Structure, duties, and authority in Board Secretariat Training
Topic 3: Regulatory compliance and governance codes overview

Topic 4: Managing board documentation and disclosure obligations
Topic 5: Case studies on governance failures and lessons learned

e Topic 6: Building credibility as a trusted governance advisor

* Reflection & Review: Linking governance frameworks to the evolving role of the board
secretary
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Day 2: Effective Board Meeting Management

Topic 1: Planning and scheduling successful board and committee meetings
Topic 2: Preparing agendas, briefing packs, and circulation protocols

Topic 3: Minute-taking and record-keeping aligned with Board Compliance Course standards
Topic 4: Leveraging technology and portals for Board Meeting Management Training

Topic 5: Supporting the Chair in conflict resolution and meeting dynamics

Topic 6: Confidentiality, disclosure, and handling sensitive information

Reflection & Review: Evaluating board meeting effectiveness and efficiency

Day 3: Governance, Risk, and Compliance Oversight

Topic 1: Linking governance roles to enterprise risk management

Topic 2: Supporting audit committees and financial oversight

Topic 3: Integrating sustainability into governance strategy

Topic 4: Developing conflict-of-interest and related-party policies

Topic 5: Monitoring compliance with Corporate Compliance and Governance frameworks
Topic 6: Managing disclosure quality and accountability drawing from empirical studies
Reflection & Review: Governance and risk oversight lessons for board secretaries

Day 4: Board Evaluation, Strategy & Performance

Topic 1: Designing board evaluation frameworks and tools

Topic 2: Conducting performance assessments and peer reviews

Topic 3: Strategic planning and alignment with governance objectives
Topic 4: Supporting restructuring, growth, and mergers at board level
Topic 5: Communication and advisory skills for Effective Board Management
Topic 6: Case studies in Board Evaluation and Strategy Course applications
Reflection & Review: Driving continuous improvement through evaluations

Day 5: Leadership, Skills & Future Governance Trends

Topic 1: Emotional intelligence and communication in governance leadership

Topic 2: Public speaking and presentation skills for board secretaries

Topic 3: Influencing and leading change within board structures

Topic 4: Diversity, inclusion, and global governance trends

Topic 5: Digital governance and the future of board technology

Topic 6: Building resilience and professional ethics in board roles

Reflection & Review: Preparing for future governance challenges and opportunities

FAQ:
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What specific qualifications or prerequisites are needed for participants
before enrolling in the course?

No strict prerequisites are required. However, prior exposure to board operations, governance, or
corporate compliance will enhance learning.

How long is each day's session, and is there a total number of hours
required for the entire course?

Each session runs 4-5 hours with breaks and interactive activities. The full course spans five days,
totaling approximately 25 hours of instruction.

How can board secretaries contribute to corporate strategy while
maintaining compliance obligations?

Board secretaries play a dual role: ensuring compliance through robust documentation and
disclosure, while enabling strategic alignment by advising directors on governance implications of
major decisions.

How This Course is Different from Other Board Secretariat
Courses:

Unlike generic governance programs, this Board Secretariat Training is uniquely designed to blend
Secretariat and Governance Best Practices with practical skills in meeting management, compliance,
and strategy. It leverages Corporate Governance Practices frameworks, supported by empirical
research on board secretary effectiveness e.g., how tenure, education, and equity ownership
influence disclosure quality
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Training Course Categories

Finance and Agile PM and Project Certified Courses By Communication and
Accounting Training Management Training International Bodies Public Relations
Courses Courses Training Courses

e { .
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) e
Data Analytics Training Environment & Governance, Risk and Human Resources
and Data Science Sustainability Training Compliance Training Training and
Courses Courses Courses Development Courses

IT Security Training & IT Leadership and Legal Training, Maintenance Training
Training Courses Management Training Procurement and and Engineering
Courses Contracting Courses Training Courses



https://agile4training.com/programs/finance-and-accounting-courses
https://agile4training.com/programs/project-management-courses
https://agile4training.com/programs/certified-courses-by-continuing-professional-development-cpd
https://agile4training.com/programs/political-public-relations-courses
https://agile4training.com/programs/data-analytics-training-and-data-science-courses
https://agile4training.com/programs/environment-and-sustainability-training-courses
https://agile4training.com/programs/governance-risk-and-compliance-training-courses
https://agile4training.com/programs/human-resources-management-courses
https://agile4training.com/programs/it-security-training-it-training-courses
https://agile4training.com/programs/management-leadership-courses
https://agile4training.com/programs/legal-training-procurement-and-contracting-courses
https://agile4training.com/programs/maintenance-training-and-engineering-training-courses
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Training Course Categories

Marketing, Customer Occupational Health, Oil & Gas Training and Personal & Self-
Relations, and Sales Safety and Security Other Technical Courses Development Training
Courses Training Courses Courses

Quality and Operations Secretarial and
Management Training Administration Training
Courses Courses



https://agile4training.com/programs/branding-marketing-customer-relations-sales-courses
https://agile4training.com/programs/occupational-health-and-safety-training-courses
https://agile4training.com/programs/oil-gas-training-and-other-technical-courses
https://agile4training.com/programs/self-development-courses
https://agile4training.com/programs/quality-and-operation-management-courses
https://agile4training.com/programs/secretarial-and-administration-training-courses
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Training Cities




Agile Leaders is a renowned training center with a team of experienced experts in
vocational training and development. With 20 years of industry experience, we are
committed to helping executives and managers replace traditional practices with more

effective and agile approaches.

OUR VISION

We aspire to be the top choice training
provider for organizations seeking to
embrace agile business practices. As we
progress towards our vision, our focus
becomes increasingly customer-centric and
agile.

OUR MISSION

We are dedicated to developing value-
adding, customer-centric agile training
courses that deliver a clear return on
investment. Guided by our core agile
values, we ensure our training is actionable
and impactful.

WHAT DO WE OFFER

At Agile Leaders, we offer agile, bite-sized training courses that provide a real-life return on
investment. Our courses focus on enhancing knowledge, improving skills, and changing
attitudes. We achieve this through engaging and interactive training techniques, including
Q&As, live discussions, games, and puzzles.

AGILE LEADERS

Training Center

CONTACT US

Q UAE, Dubai Investment
Park First

+971585964727
@ +447700176600

8 sales@agiledtraining.com
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