
JOB TITLE - Company Secretary
JOB SPECIFICATION

Job Title: Company Secretary

Responsible to: Head of Compliance

Salary: £26,000 to £32,000 (DEpending on experience)

Hours: Full Time (37.5)

Tenure: Permanent

Location: Home based as well as London HQ (or other regular location such as
Scottish Office)

Purpose of job

You will make sure the governance of the Liberal Democrat party is effective, efficient
and focused on the right issues. The Liberal Democrat Party is an unincorporated
association, with a federal structure that is similar to membership-based voluntary
organisations.

You will manage and facilitate how decisions flow through committees and Conference,
making sure the right people decide, are consulted and informed.

You will make sure we meet our regulatory and reporting responsibilities as a well-run
organisation.

Key Responsibilities
● Be an expert in our constitution, associated rules and the relevant legal and regulatory

requirements

● Plan and facilitate the flow of decisions through our governance structure, including at
party conferences, working closely with the President, committee chairs and elected
representatives

● Manage internal elections for committee and other roles, including the party leadership

● Attend, arrange and facilitate committee meetings (the majority of which now happen
online), and produce agendas and minutes for some committees where required. Ensure
all minutes and papers are consistent and high quality.

● Continually improve our processes, ways of working and structures, including
maintaining and ensuring the correct use of agreed policies and procedures that relevant
committees have adopted, such as our register of interests



● Advise the President and chairs of committee and groups established by the Board on
constitutional and regulatory matters

● Assisting the Party President in organising engagement with key stakeholders across the
party and helping deal with any complicated internal casework issues raised by party
members

● Manage the team of volunteers who provide advice on legal and regulatory matters, and
also the team of volunteers who provide due diligence checks ahead of the party filing
certain roles

PERSON SPECIFICATION

Essential Skills, Knowledge and Experience

1. Excellent ability to communicate in a clear and simple way, and write concise minutes,
guidance and reports in direct, plain language

2. Good ability to manage and plan projects with many stakeholders, anticipating
problems before they arise

3. Good ability to adapt your approach to the working styles of different people, at all
levels of seniority

4. Good judgement and discretion in highly sensitive environments

5. Good ability to understand, produce and apply guidance, translating legal or complex
requirements into simple rules that people find easy to follow

6. Able to work some evenings and weekends as required. Our committee members are
volunteers, and this means we o�en arrange meetings outside the normal working day.
You will need to work flexibly around this, although you can arrange and plan meeting
dates well in advance.

Desirable Skills, Knowledge and Experience

1. Proven ability to work with and understand the needs of volunteers

2. A commitment to the aims and values of the Liberal Democrats

APPLICATION PROCEDURE

For questions and further details, and to submit an application, please contact:
recruitment@libdems.org.uk attaching: -

1) A copy of your CV; including complete work history
2) A Covering Letter; no more than 2 pages of A4 in length, indicating clearly how your

experience and skills meet the criteria stated in the job and person specification. Please
also write your name on top of your supporting statement.

3) A completed diversity monitoring form.
4) Please ensure we have the means to contact you by phone and email.

mailto:recruitment@libdems.org.uk
https://digitallibdems.typeform.com/to/uvRCaZ2K


We will be reviewing applications as they come in and reserve the right to appoint prior to the
closing date (if one is given). We will not notify applicants if their application has been
unsuccessful at the shortlisting stage.

Please note: We will not be able to employ you if you are not eligible to work in the UK. We will
not be able to obtain a work permit on your behalf.

Applicants are encouraged to inform us if any reasonable adjustments are needed to be made
during any part of the recruitment process.

The Party believes it is essential to foster equity, equality, diversion and inclusion within our
workforce. We want our employees to thrive in an environment where everyone is welcome
and supported to achieve their potential. It is important to celebrate what makes us unique
and that you feel valued, appreciated and free to be who you are. What's it like working here?
Well here's the deal!!


