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Overview

Effective board performance relies on disciplined secretariat administration, rigorous compliance structures,
and principled director advisory support. This 10-day Board Secretariat & Corporate Governance
programme delivers practical methodologies for managing boardroom operations, regulatory compliance,
and director advisory duties. Participants study international frameworks, including the OECD Principles of
Corporate Governance and IFC Guidelines, examining how governance structures balance transparency,
accountability, and operational performance. The curriculum equips governance professionals with
standard operating tools for drafting resolutions, preparing strategic meeting agendas, supervising
statutory disclosures, and conducting structured board assessments. This course is delivered by Agile
Leaders Training Center.

Who Should Attend

• Board secretaries, corporate secretaries, and assistant secretariat officers seeking structured
governance methodologies.

• Governance directors, legal counsel, and compliance officers managing board reporting obligations.
• Executive assistants, chief of staff personnel, and advisors supporting board chairs and chief

executive officers.
• Risk oversight officers, internal audit leaders, and corporate affairs managers interfacing with board

committees.
• Senior administrators preparing to step into formal corporate secretarial and governance advisory

positions.

Departments and Industries

This programme serves secretarial, compliance, and governance professionals operating across regulated
and complex organizational environments.

• Board Secretariat and Corporate Governance Departments
• Legal, Regulatory Compliance, and Ethics Directorates
• Internal Audit, Risk Management, and Internal Controls Units
• Investor Relations and Corporate Affairs Offices
• Financial Institutions, Energy Producers, State-Owned Enterprises, and Healthcare Providers

Learning Objectives

By the end of this course, participants will be able to:



• Apply corporate governance frameworks aligned with the OECD Principles of Corporate Governance.
• Execute professional board meeting planning, agenda scheduling, and documentation workflows.
• Draft legally robust board resolutions, formal minutes, and regulatory compliance disclosures.
• Guide directors on fiduciary duties, conflict-of-interest disclosures, and statutory responsibilities.
• Implement board evaluation frameworks to benchmark director performance and committee

productivity.
• Integrate risk oversight, sustainability standards, and internal controls into board operations.
• Utilize digital board portals and modern governance technologies to safeguard sensitive

deliberations.

Course Agenda

Day 1: Foundations of Corporate Governance

• Evolution of modern governance frameworks and international standards
• Governance ecosystem mapping across shareholders, directors, and executive leadership
• Statutory role, formal mandate, and independence of the corporate secretary
• Application of OECD Principles of Corporate Governance and IFC Guidelines
• Establishing ethical tone, organizational accountability, and corporate purpose
• Board composition models, committee structures, and director independence benchmarks
• Reviewing fundamental governance architecture and core board duties

Day 2: The Role and Responsibilities of the Board Secretary

• Defining the secretariat charter, reporting lines, and governance authority
• Advisory support mechanisms for board chairs, committee heads, and non-executive directors
• Custody of statutory registers, constitutional documents, and corporate records
• Techniques for drafting precise board resolutions, action trackers, and formal minutes
• Aligning secretariat workflows with long-term strategic milestones
• Maintaining objective neutrality, procedural rigor, and professional integrity
• Establishing the secretariat office as an impartial corporate governance advisor

Day 3: Board Meeting Planning and Preparation

• Formulating the annual board agenda calendar and committee meeting cycles
• Structuring strategic board agendas and executive briefing memoranda
• Facilitating procedural coordination between the chairperson and executive management
• Verifying meeting notices, statutory quorum requirements, and proxy appointments
• Managing dispatch timelines, pre-meeting logistics, and information distribution
• Applying standardized templates to accelerate board meeting planning workflows
• Finalizing administrative readiness checklists for statutory board meetings



Day 4: Conducting and Managing Board Meetings

• Managing parliamentary procedures, boardroom dynamics, and voting protocols
• Real-time minute-taking methodologies and action item attribution
• Safeguarding executive session proceedings and confidential board deliberations
• Implementing secure digital board portals, digital voting, and electronic signatures
• Executing post-meeting action tracking, director notifications, and statutory filings
• Conducting post-meeting reviews and administrative process debriefs
• Ensuring procedural compliance and accuracy throughout boardroom proceedings

Day 5: Governance, Risk, and Compliance Integration

• Aligning corporate governance structures with enterprise risk oversight
• Risk appetite statements, risk registers, and board-level risk reporting
• Coordinating audit, compliance, and internal control committee reporting cycles
• Institutionalizing codes of conduct and corporate ethics monitoring systems
• Structuring governance compliance dashboards and regulatory tracking tools
• Auditing administrative board practices against established governance codes
• Consolidating risk and compliance reporting into unified board dashboards

Day 6: Crisis, Disclosure, and Conflict Management

• Activating crisis governance protocols and emergency board operating procedures
• Statutory disclosure rules, periodic reporting, and market transparency requirements
• Identifying, recording, and managing director conflicts of interest
• Vetting related-party transactions and applying governance control measures
• Analyzing historical governance breakdowns to prevent systemic organizational failures
• Safeguarding corporate reputation through disciplined communication protocols
• Managing disclosure obligations and ethical dilemmas during organizational disruption

Day 7: Board Evaluation and Performance Enhancement

• Designing structured board evaluation frameworks for committees and individual directors
• Setting quantitative and qualitative governance performance metrics
• Administering self-assessment questionnaires and confidential peer review processes
• Synthesizing evaluation feedback into clear diagnostic performance reports
• Translating evaluation findings into actionable director development programs
• Building continuous board improvement plans and committee charter updates
• Executing annual performance appraisals to strengthen boardroom accountability



Day 8: Strategic Governance and Organizational Alignment

• Aligning governance oversight mechanisms with long-range corporate strategy
• Monitoring strategic execution, performance scorecards, and management milestones
• Secretariat responsibilities during corporate restructuring, mergers, and acquisitions
• Governance oversight during organizational transitions and major capital projects
• Incorporating environmental, social, and sustainability factors into board deliberations
• Communicating governance outcomes and material disclosures to institutional stakeholders
• Securing strategic alignment between executive initiatives and board mandates

Day 9: Leadership and Communication for Governance Professionals

• Applying emotional intelligence and diplomatic influence within the boardroom
• Executive presentation techniques and briefing clarity for senior leadership
• Cross-cultural protocol, boardroom etiquette, and stakeholder diplomacy
• Constructive persuasion, principled negotiation, and boardroom conflict mediation
• Advisory communication skills for guiding directors on fiduciary duties
• Workload prioritization, calendar governance, and stress resilience under tight deadlines
• Building professional presence and executive credibility as a governance leader

Day 10: The Future of Governance and Digital Transformation

• Evaluating emerging governance technology including automation and digital verification tools
• Promoting board diversity, workforce inclusion, and long-term sustainability mandates
• Addressing structural governance challenges across public and private corporate entities
• Overseeing director succession planning and executive leadership continuity pipelines
• Upholding professional ethical codes and pursuing continuous secretarial development
• Formulating an individual action plan for personal governance leadership advancement
• Synthesizing key competencies for modern corporate secretariat leadership

Practical Exercises

Participants complete applied exercises to reinforce governance principles and secretariat procedures.

• Draft a formal board resolution and action tracking matrix from simulated boardroom deliberations.
• Design an annual board calendar integrating statutory deadlines and committee reporting cycles.
• Develop an audit checklist for identifying and documenting potential director conflicts of interest.
• Construct a board evaluation framework incorporating qualitative and quantitative effectiveness

benchmarks.



FAQs

Are there prerequisites for this course?

No formal prerequisites are mandatory. Participants benefit most if they have prior exposure to corporate
administration, legal documentation, compliance management, or boardroom support functions.

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

Each daily session comprises approximately four to five hours of interactive lectures, applied exercises, and
document drafting workshops across the ten days of training.

How can Board Secretaries enhance board decision-making while maintaining
compliance and neutrality?

Board secretaries maintain neutrality by providing balanced, timely information packets, enforcing
procedural rules consistently, and documenting deliberations objectively without steering commercial
outcomes.

Conclusion

Participants finish this intensive programme equipped with practical frameworks to lead board
administration, safeguard compliance integrity, and provide strategic advisory support to directors. By
mastering meeting governance, regulatory disclosure, and performance evaluations, professionals return to
their organizations ready to elevate boardroom operations to international governance standards.


