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POSITION 	Company Secretary
REPORTS TO 	CEO
LOCATION 	Kings Way, South Melbourne
DATE 		August, 2024
	ORGANISATIONAL ENVIRONMENT

	
MCM (Melbourne City Mission) is a leading community services organisation that innovatively works alongside thousands of Victorians and their communities to overcome barriers experienced through Homelessness, Early Years, Disability, Palliative care, Early Childhood Intervention Services and Education.  
With deep experience working with communities experiencing disadvantage, MCM advocates for systemic change, working across all sectors to sustainably disrupt such disadvantage.
Since 1854, MCM has been striving for those experiencing disadvantage to live their life, their way.


	JOB CONTEXT

	
The MCM Group comprises three main entities: MCM; Hester Hornbrook Academy and MCM Housing, each with subcommittees covering: finance, investment and audit; quality, safety and risk; nominations and remuneration. Working closely with the CEO and Board Chairs, the Company Secretary will facilitate the organisations governance processes, holding primary responsibility for ensuring that all governance compliance activities are attended to and supporting the Chair of MCM and Group CEO in ensuring board processes run efficiently and effectively.


	JOB PURPOSE

	
Reporting to the CEO, the Company Secretary will provide advice and support to the MCM Group (MCMG) boards on governance matters, that include compliance reporting, communication, and meeting management, including minute taking. The Company Secretary will ensure that all obligations to ACNC, ASIC and other regulators (including VRQA and Housing Registrar) are met and provide advice and support to boards in meeting their obligations.  

The Company Secretary will have a shared direct report, the Executive Assistant (.5FTE), who will provide the administrative support to the Company Secretary and Board Chairs.  The Executive Assistant reports to the CEO for the remainder of the role.


	JOB OBJECTIVES

	
Perform the duties and responsibilities of a company secretary, which may include but not be limited to the following:
· Ensure MCMG entities adhere and comply with the Corporations Act, the constitution, the ACNC and any other governance requirement, relevant legislation or regulation 
· Assist the chair and directors in the conduct of meetings and their directorial, governance obligations and responsibilities 
· Ensure necessary registers are established and maintained in accordance with the legal and governance obligations
· Ensure the completion and lodgement of statutory forms and returns such as annual financial reports, annual reports and changes to directors in accordance with regulatory timeframes
· Manage board processes – annual meeting calendar, review of charters, annual report, circulation of agenda’s, minutes, discussion papers, proposals for the board and its committees
· Advise the CEO on good governance practice, including streamlining board and subcommittee administration
· Organise the induction and professional development of directors
· Liaise with professional advisors on behalf of the board
· Carry out any other functions as required to support governance processes of the CEO and board chairs 
· Supervise Executive Assistant, ensuring timely administration for Board Chairs
· Develop Executive Assistant to enable coverage for when Company Secretary goes on leave
· Apply MCM people leadership policy and procedure, including performance management practices such as regular supervision, MyPALS
· Participate in learning opportunities provided by MCMG
· Ensure services are delivered within the framework of MCMG and operating entities policies and procedures, legislative requirements, and meet the relevant service standards.
· Perform other duties and responsibilities, as directed by the CEO or delegate.


	POSITION AUTHORITIES

	
Direct reports:			1 (.5 FTE)
Indirect reports:		Nil
Operating expenditure:		As per delegations of authority matrix
Capital expenditure:		As per delegations of authority matrix
Other:				Lodgement requirements as per role


	KEY RELATIONSHIPS

	
This position may have relationships with a diverse range of MCMG employees, external service providers, organisations and stakeholders within the community, with the view to providing the most appropriate and effective services and supports to the people they support. Examples of key relationships are detailed in the following table:
	Relationships
	Internal
CEO and EA
Boards’ Chairs and Boards’ Subcommittee Chairs
Board Members
Executive Leadership Team members
Senior Management Team
External stakeholders
ACNC
ASIC
Vic Housing Registrar
Vic Registration and Qualifications Authority (VRQA)






	KEY SELECTION CRITERIA

	Essential:
· Qualification in company secretarial duties
· Significant experience (3 years +) in company secretary roles
· Experience in providing governance advice to board/s and CEOs and liaising with external lawyers, as required, to advise on complex issues
· Proven ability to analyse and manage critical issues and use judgement to determine which issues require attention 
· Outstanding written and spoken communication skills
· Demonstrated ability in working with sensitive material and respecting confidentiality
· Computer literacy, including proficiency in MS Office Suite, BoardEffect or similar.
· Satisfactory completion of safety screening including a National Police check, International Police check (if required), a current Victorian Working with Children Check (Employee), NDIS Worker Screening Check current Victorian Drivers Licence, and the right to work in Australia. 

Desirable: 
· Legal qualifications
· NFP governance


	ORGANISATIONAL REQUIREMENTS AND COMMITMENTS

	
Child Safety & Safety of Vulnerable People
MCM is a Child Safe Organisation.  We are committed to the safety and wellbeing of children, young people, people with a disability and other vulnerable people.  We have a zero tolerance of abuse and neglect of all vulnerable people and are committed to actively contributing to a safe organisation in which children, young people, people with a disability and vulnerable people are protected from violence, abuse and neglect. All employees are required to comply with the Child Safe Standards.

Workplace Health & Safety:
MCM’s strategy is to create a working environment in which we have zero tolerance for compromised worker safety.  As an employer we endeavour to provide a working environment that is safe for all employees and people who use our services and adheres to Occupational Health & Safety regulations as an employer. 

As an employee, you also have Occupational Health & Safety responsibilities as follows:
· To comply with all MCM policies related to Occupational Health and Safety in the workplace. 
· Take reasonable care of your own health and safety in addition to the health and safety of your colleagues and people who use our services who may be affected by your acts or omissions in the workplace.

Operational Accountability:
MCM is committed to operating efficiently, ethically and remaining operationally and financially sustainable.  

As an employee you are expected to operate within the requirements of our accreditation, registrations, delegations and work responsibilities as detailed in our various policies and procedures, Code of Conduct and regulatory guidelines.


	COMPLIANCE

	As an employee, you are expected to comply with the following:
· Comply with and actively support all position, division and organisational policies and procedures.
· All employees are subject to MCM’s Employment Safety Screening Procedure.


	LEADERSHIP CAPABILITY FRAMEWORK

	In addition to the key selection criteria, applicants should be able to demonstrate the following attributes: 

		KEY AREA
	BEHAVIOURAL CAPABILITIES

	PARTNERSHIPS
	Collaboration & Cooperation
Seeks to find the right solution for all.  Stays connected, and works together with colleagues and the people who use our services to achieve great things.

	PARTNERSHIPS
	Credibility & Integrity
Establishes credibility and trust in the eyes of clients, colleagues, regulators, funders and partners. Is recognised being principled and as having expertise as a leader.

	PEOPLE
	Resilience & Bounce Back
Deals effectively with unexpected challenges and adversity.  Quickly recovers to take a positive stance to setbacks and disappointments.

	PEOPLE
	Builds Capability & Realises Potential
Plays an active role in their own and others’ development. Encourages and inspires others to realise ambitions and potential.

	PEOPLE
	Safety First
Always puts safety first. Creates a safe, healthy and caring workplace that is expressed in all operational activities and interactions with others.


   

	OUR VALUES

	Employees are expected to commit to and demonstrate MCM’s values: 

	
Together

	We are inclusive and accepting of difference.
We work in highly effective teams and our people are connected across our organisation.
We engage proactively with others to deliver outcomes.

	Courageous
	We speak up constructively in line with our convictions.
We pursue our goals with determination.
We are passionate about our advocacy role.

	
Curious

	We are inquisitive and ask why.
We challenge the status quo.
We actively explore the alternatives.

	Open
	We are transparent and have genuine, honest interactions.
We listen and hear people’s voices.
We value and respect the autonomy of clients.
We trust one another.

	Accountable
	We act safely in all our interactions.
We manage within our financial and resource boundaries.
We own our outcomes and decisions.
We are proud of the work that we do.
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