
Step up to 
the boardroom
Become a company secretary



Looking for 
a rewarding 
career in a 
challenging 
profession?
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If you are: 

•  Ready to take 
on responsibility 
from the outset

•  Keen to combine skills in 
law, business and finance

•  Curious about the 
whole organisation

•  Looking for a varied role 
with quick progression

…a career as a company 
secretary may be for you.

What is a company 
secretary?

Company secretaries are 
governance professionals who 
support and advise the boards of 
organisations in all industries and 
sectors. They assist directors and 
trustees to achieve strategic goals 
by operating legally, appropriately 
and fairly. They may work within an 
organisation or for a professional 
service provider, or they may 
run their own business as a sole 
practitioner or in a partnership.
 
Called ‘the conscience of the 
organisation’ the role requires skills 

in law, finance and management 
as well as the ability to ensure that 
information flows securely to the 
right people, that meetings are 
effective and that proper records  
are kept.
 
The best company secretaries are 
valued strategic advisers. They are in 
a position of influence as they help 
their boards to navigate a path that 
avoids risk, complies with or exceeds 
regulatory standards, and remains 
faithful to the goals and values of 
the organisation.
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Hannah Blackmore ACIS,  
Company Secretary
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‘It is a dynamic role, well 
remunerated with wide 
scope for career progression 
and job satisfaction.’
Vanessen Palanee, Associate 
Director, Minerva Fiduciary Services

‘Being a company secretary 
offers a very varied career, 
incorporating lots of legal 
elements, but also with 
focus on the strategic and 
operational side of a business.’
Julian Baddeley FCIS, Deputy Company
Secretary & Corporate Counsel, Friends Life
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 A position with influence  
and respect

Company secretaries prepare information packs for directors and chairmen, keep minutes and undertake 
corporate administration. The context of these duties varies enormously according to the particular demands 
of each organisation and its strategic aims. Company secretaries also have a central role in high-profile 
business activities such as AGMs, the production of annual reports and the recruitment and orientation 
of new board members. Their skills may be called on to contribute to less frequent but business critical 
events, such as initial public offerings, share issues, corporate mergers and winding up subsidiaries.

‘I’ve been involved in a 
number of high profile 
corporate transactions… 
among them the acquisition 
of Friends Life by Aviva.’
Julian Baddeley FCIS, Deputy Company
Secretary & Corporate Counsel, Friends Life

‘The company secretarial 
role is unique and can 
offer you significant 
exposure and reward at 
the pinnacle of your career. 
Even as a trainee, I was 
regularly interacting with 
main board directors.’
Charles Brown FCIS, Company 
Secretary, Experian plc

It can offer more than a  
conventional law career

‘I have a law degree and I’m 
extremely glad that I chose a 
career as a company secretary. 
Many colleagues from university 
struggled to decide on the area 
of law that they wanted to enter 
–  a decision I didn’t need to 
make because of the breadth of 
company secretarial careers.’
Corinna Bridges ACIS, Assistant 
Company Secretary, Friends Life Group 

‘I talk to friends who are trainees 
with the top 10 law firms 
worldwide, and they’re fascinated 
by what we do. We’re doing 
things they’d be doing if they 
were senior associates, but we’re 
doing this within just one year.’
Fabia Welch-Richards, Company 
Secretarial Assistant, Ingenious Group

‘I didn’t want to carry on doing the same thing all the time. 
After ten years of being a transactional lawyer, I looked to 
company secretarial as a way to branch out for more variety 
and to get different business experience. I started here in 
March last year and we’ve just floated to become a PLC.’
Lorraine Clover, Legal Counsel, Shawbrook Bank

‘You’re advising the chair 
and acting as gatekeeper 
at the same time… It’s a 
very privileged position.’
Susan Giles, Assistant Director of Corporate 
Governance and Company Secretary, 
Southport and Ormskirk Hospital NHS Trust

You do not need a law degree to become a company secretary (see page 10) but it may give you 
a headstart. Those with a background in law who change their career path to become company 
secretaries believe that the role offers a broader and richer experience. It can offer more responsibility 
and influence earlier in your career and often allows for better work/life balance. 



The company secretarial  
career path

Organisations in all sectors face 
scrutiny from regulators and must 
also meet the expectations of 
shareholders, customers and the 
public. To meet this challenge 
many are looking to make good 
governance central to their practice, 
increasing the demand for qualified 
company secretaries. This has led 
to a rise in in-house roles and the 
growth of specialist outsourcing 

companies offering this service. 
You can enter the profession as a 
graduate, or switch from a related 
field of work such as law or finance.

Most company secretaries follow 
an established career path. This 
ensures that you have support 
from more experienced collegues 
as you develop your skills and a 
clear trajectory for progression. 

Career progression
The company secretary  
career path often  
looks like this: 
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Company secretarial assistant

Assistant company secretary

Deputy company secretary

Company secretary

Trainee company secretary

Source: Chambers and Partners 38th annual salary survey  
for company secretaries, 2015.

Average salaries

Average company secretarial salaries

Category of employer Trainee 
company 
secretary

Company 
secretarial
assistant

Assistant 
company
secretary

Deputy 
company
secretary

Company 
secretary

FTSE 100 £29,000 £35,000 £62,000 £100,000 £175,000

FTSE 250 £28,000 £33,000 £57,000 £87,000 £147,000

Other PLCs £22,000 £35,000 £51,000 £69,000 £114,000

Private t/o £250m+ £26,000 £33,000 £50,000 £74,000 £100,000

Private t/o under £250m £25,000 £29,000 £46,000 £59,000 £87,000

Charity/not-for-profit £25,000 £28,000 £42,000 £56,000 £75,000

Professions £23,000 £30,000 £40,000 £48,000 £78,000

Request the full survey at www.chambersrecruitment.com

Rewards
The salaries for company secretaries vary depending 
upon your location, sector and the size and type 
of organisation that you work for (see below).

Benefits
Many organisations offer benefits which include pension 
contributions, death in service cover, private medical 
insurance, bonuses, car allowances, season ticket loans 
and share options. Some also support you as you study 
with ICSA with fee payments and dedicated study time.

Wellbeing
Many company secretaries also value the flexibility, 
variety and stability that the profession offers.

El Mangan ACIS,  
Group Company Secretary



The skills company secretaries need
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Successful company secretaries have a broad understanding of their organisation and the financial, 
legal and ethical context within which it operates. They maintain in-depth knowledge of governance 
issues and pay close attention to regulatory requirements. They also have the ability to manage 
relationships and boardroom dynamics and the skills to influence and lead the work of the board. 

Approach 
to work

Proactive

Excellent at 
quality control

Able to 
anticipate and 

plan

Stakeholder 
management

Strong 
and clear 

communicator

Able to 
influence 

A good reader 
of people

In times of 
conflict

Resilient

Nonpartisan

Patient

Assertive

In times 
of crisis

Personal 
qualities

As one of 
a team

Trust-
worthiness

A calm 
persona

Methodical 
and systematic 

Able to make 
informed 
decisions

Empathetic

Self-aware

Confident

Skilled in 
effective 

delegation 

A facilitator 
and negotiator

Skilled at 
building 

relationships  

Able to align 
teams and 
agendas

Discreet

Ethical

Fair

Open-minded

Reliable

‘It’s all about the ability to manage 
relationships while also having the 
independence to stand up for yourself. You 
have to have integrity and clarity in what 
you believe in because when challenging 
times come, people may look for shortcuts 
or not to do things correctly. However, the 
company secretary is very much there to 
advise, to do the right thing and be clever 
in relation to how to get people on board.’
Conor Sweeney FCIS, Director, CLS Chartered Secretaries

 ‘Important skills or qualities? I think that 
now the role of the company secretary 
is broadening and changing, the ability 
to communicate at different levels of an 
organisation and to stay unbiased.’  
Azaria Murray, Company Secretarial Executive 



Qualifying  
as a chartered 
company secretary
You can qualify as a chartered  
company secretary from any educational 
background, whether you have a 
degree or not. The nature of the job 
makes a legal or financial background 
helpful but not essential. 

The specific knowledge you need 
can be developed through studying 
the Chartered Secretaries Qualifying 
Scheme (see pages 11–13) or by 
enrolling on one of the ICSA accredited 
postgraduate courses (see page 14).

On top of this academic study you 
will require more than five years 
relevant work experience (which can 
be earned concurrently with study if 
you are working at the same time).

For more on the benefits of becoming 
a chartered secretary, see page 15.
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‘I felt CSQS could provide 
me with the foundations for 
a challenging and varied 
career …I like the fact there 
is a broad range of expertise 
within the qualification, 
which gives scope for 
sustained career experience.’ 
Laura Ganderton BSc, CSQS student

Fiona Otika ACIS,  
Company Secretarial 
Assistant

‘CSQS is having a positive impact on my 
job. I have learnt a lot… and feel that I 
can share this extensive knowledge at work. 
It helps me interact to with high-profile 
professionals in governance and I have had 
a lot of positive feedback from my employers.’
Musoke Aidah Legal Associate at  
Kavuma Kabenge & Company Associates

‘I am very pleased that I took the decision 
to study to become a chartered secretary. 
It has opened up opportunities for me that 
would have been much more difficult to 
achieve without the thorough understanding 
of the legal and financial framework 
within which companies should operate.’
Maria Willis Assistant Company Secretary 
at BuroHappold Engineering

CSQS is a postgraduate-level award which covers the fundamental areas of company secretarial 
practice, law, finance, governance and strategic managagement. You can study independently 
or with a registered tuition provider. Find out more about tuition at www.icsa.org.uk/rtps. 

ICSA supports all students with webinars and study guidance, via our online hub MyICSA. 
You can access all ICSA’s resources as well as dedicated material for CSQS students. 
We also run module-specific webinars and revision sessions in some subjects. 

Chartered secretaries qualifying 
scheme (CSQS) 



At-a-glance guide to CSQS modules

CSQS structure and content

Standard route
There are no entry requirements 
for enrolment onto the 
standard route which requires 
completion of eight modules. 

Module exemption
If you have a related degree in 
law or finance you may be eligible 
for an accelerated path through 
CSQS. Qualified accountants or 
lawyers with up to five years’ 
professional experience may apply 
for exemption from two modules. 
Those with a master’s degree may 
also be eligible for exemptions.

Fast track 
professional route
If you are a qualified accountant 
or lawyer with more than five 
years’ relevant professional 
experience you may be eligible for 
our fast track professional route, 
requiring just two modules.
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Route Standard Related degree Professional
Fast track  

professional

Modules
No degree or 

unrelated degree
Law Finance

Qualified lawyers with 
less than five years’ post-

qualifying experience

Qualified accountants with 
less than five years’ post-

qualifying experience

More than five 
years’ post-
qualifying 
experience

Financial Reporting and Analysis 
Equip yourself with the skills necessary for presenting, analysing and 
interpreting corporate financial information

Required Required
Exemption 
available

Exemption 
available

Exemption 
available

Exemption 
available

Applied Business Law 
Gain an understanding of the legal principles underpinning business 
law, and how they should be applied within a commercial framework

Required
Exemption 
available

Exemption 
available

Exemption 
available

Exemption 
available

Exemption 
available

Corporate Governance or Health Service Governance 
The key skills necessary to advise on governance obligations, legal 
duties and recommended best practice. An alternative Health Service 
Governance module is also available

Required Required Required Required Required
Exemption 
available

Corporate Law 
Drawing heavily upon the Companies Act 2006 and related law, this 
module sets out the framework governing organisations, with 
particular focus on registered companies

Required
Exemption 
available

Required
Exemption 
available

Required
Exemption 
available

Financial Decision Making
Learn how value is created and evaluate the impact on stakeholders of 
financial decisions around investment, finance and risk management

Required Required Required Required
Exemption 
available

Exemption 
available

Strategy in Practice 
Examine the development and implementation of organisational 
strategy and ensure that it fits organisational purpose, is acceptable in 
terms of risk, and consistent with good governance

Required Required Required
Exemption 
available

Exemption 
available

Exemption 
available

Corporate Secretarial Practice
Become ready to advise the board on compliance with statutory and 
other regulation and apply best practice in key functional matters such 
as meetings, corporate disclosure and shareholder relations

Required Required Required Required Required Required

Chartered Secretaries Case Study
Consolidate the knowledge gained from the seven previous modules 
by applying it to a fictional scenario

Required Required Required Required Required Required
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Any questions?
Call +44 (0)20 7580 4741  
or email client relations team  
at hello@icsa.org.uk 
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icsa.org.uk/csqs

Need to know  
anything else?
If you have any questions 
about CSQS you can contact 
our dedicated client relations 
team at hello@icsa.org.uk or 
call +44 (0)20 7580 4741.

The benefits of  
being a chartered  
secretary
Chartered professional status is an internationally 
recognised mark of credibility and competence. ICSA 
confers chartered secretary status on those who have 
qualified as GradICSA and gained sufficient, relevant 
experience. Membership of ICSA maintains chartered 
status, demonstrates commitment to continuing 
professional development (CPD) and confirms adherence 
to our code of professional ethics and conduct. 

Membership also supports your professional development 
with access to a wealth of resources and advice –
including Governance and Compliance magazine, 
regular technical briefings and a library of guidance 
notes. It also brings networking opportunities via local 
branches and national and regional conferences.

Visit the ICSA website  
at icsa.org.uk 

 Accredited postgraduate 
qualifications 
You can also study for many of the skills needed  
to become a company secretary by enrolling on an 
ICSA-accredited postgraduate course. ICSA currently 
accredits five postgraduate courses in corporate 
governance. All require an undergraduate 
qualification before entry. 

You must register with ICSA at the start of your 
studies to receive student benefits and additional 
support. Upon successful completion, students 
graduate with the academic award they have chosen 
as well as GradICSA status.

Courses available  
for 2015 and 2016
MSc Corporate Governance
Bournemouth University
Contact: Dr Donald Nordberg
dnordberg@bournemouth.ac.uk

MSc Corporate Governance
London South Bank University
Contact: Jonathan Rooks 
jonathan.rooks@lsbu.ac.uk

MSc Corporate Governance and Leadership
The University of Northampton
Contact: Ewan Tracey
ewan.tracey@northampton.ac.uk

LLM Corporate Governance and Law
University of Portsmouth
Contact: Lee Roach
lee.roach@port.ac.uk

MSc Management and Corporate Governance
Ulster University
Contact: Nick Read
n.read@ulster.ac.uk 

Paul Chapman ACIS, 
Commercial Director



ICSA: The Governance Institute
Saffron House
6–10 Kirby Street
London EC1N 8TS

Phone: 020 7580 4741
Email: hello@icsa.org.uk
Web: icsa.org.uk

Twitter: @ICSA_News
LinkedIn: ICSA
Facebook: icsa-global

 ‘It is the breadth of the role that inspired 
me to become company secretary. There 
were so many different areas that you 
could get into. I’ve been fortunate to 
have developed my skills in the corporate 
sector and now offer an independent 
service to a fantastic range of clients.’
Conor Sweeney FCIS, Director, CLS Chartered Secretaries


