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The Chartered Corporate Secretary Program 
consists of 4 on-line modules of approximately 

3.5 hours in duration each delivered live by 
internationally recognized corporate secretary 

experts. The program content is applicable
 to all type of organizations, across all industry 

sectors and jurisdictions, with a focus on the 
practical, hands on role of corporate secretaries.
 These interactive modules provide an excellent 

opportunity to meet and network with other  
governance practitioners. 

Chartered Corporate Secretary (C.C.Sec.) is an  
international designation attained by completing the
‘Chartered Corporate Secretary’ Program. The program 
was created to help strengthen the skills of those who
serve boards in their official capacity as ‘secretary to 
the board’. Those with the unique “C.C.Sec.” designa-
tion will set themselves apart with employers, boards 
and key stakeholders in the assistance they provide to 
boards and their individual directors or board of 
governors.

OVERVIEW

PROGRAM STRUCTURE

WHO SHOULD ATTEND?

The 4 modules leading to the Chartered Corporate Secretary Program are: 

Current and aspiring Corporate Secretaries as well as Corporate Officers, including Law Professionals, who support and 
advise the Board of Directors and Senior Managers.

3. 
MINUTES & THE 

CORPORATE 
SECRETARY

1. 
THE JOB OF THE 

CORPORATE 
SECRETARY 

2. 
MEETINGS & THE 

CORPORATE 
SECRETARY

4.
THE CORPORATE 

SECRETARY AS 
"INFLUENCER"

 Dates: 9th, 11th, 16th, 18th Time: 1:30 pm - 5:00 

March

  Exam: 22nd of March

(Tuesdays & Thursdays)

(Each day)
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SUPPORTERS

PROGRAM CONTENT

How to get the most out of board and committee
meetings

 What are minutes and why are minutes kept?

1. THE JOB OF THE CORPORATE SECRETARY 2. MEETINGS & THE CORPORATE SECRETARY

4. THE CORPORATE SECRETARY AS "INFLUENCER"

3. MINUTES & THE CORPORATE SECRETARY

What does an effective Corporate Secretary do?

Common problem areas

The Corporate Secretary's GENERAL legal responsibilities.

USUAL Compliance obligations under laws and regulatory 
authorities.
The Corporate Secretary and the governance framework.

The changing role of governance professionals and 
Corporate Secretaries.

The Corporate Secretary's role in Corporate decision-
making and advising the board.

Techniques for effective communication, relationship
building and dealing with discord

The Corporate Secretary's relationship with the "owners".

Relationship with the CEO (and other SMT members).

Relationship with the other directors.

Relationship with the Board Chair/Committee Chairs.
Acting as adviser to the organization's board members.
Creating a supportive environment.

Recognising board dynamics.

How to influence boardroom behaviour;Essential
communication skills.

The Corporate Secretary as a conduit of information
to and from the board

Document retention and document retention policies

Best practice in agenda setting and preparing
board papers

Implementing the decisions of the board of directors

How to take appropriate minutes; The skills of effective 
minute writing

The problems and issues that can occur with 
minute taking
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Paul has almost 25 years of corporate secretarial, corporate governance 
and regulatory experience both in house and as a professional services 
consultant in the United Kingdom, Canada, Caribbean and the Middle 
East. He has worked for KPMG LLP and PwC in leadership roles and 
served in senior in-house roles for several listed financial services 
companies. He has also provided governance services to Mid-Cap and 
Large-Cap companies in Europe, North and South America and the Carib-
bean region. Paul has worked extensively with a diverse range of boards 
and senior management teams on governance matters. 

Paul has recently completed a two-year assignment as Head of Corporate 
Governance at the First Abu Dhabi Bank, the largest bank in the Gulf 
region, where he developed the Bank’s corporate governance framework, 
advising the Board and executive management on the practical implica-
tions of the new UAE Corporate Governance Regulations. He also refined 
the Bank’s management committee structure and its international 
governance structure across twenty jurisdictions globally. 

A certified life coach, group coach and EQ practitioner, Paul has recently 
founded Perfect Balance Consulting (www.perfectbalanceconsulting.ca), 
providing governance solutions to small/mid-Cap organizations, group 
training across a variety of business solutions, and one to one executive 
coaching to mid-senior level professionals with a focus on leadership and 
emotional intelligence. Paul is a Fellow of the Chartered 
Governance Institute of Canada (CGIC) and holds an LLB from 
Middlesex University (UK) and a Postgraduate Diploma in Legal 
Practice from Leicester De Montfort University (UK). 

Sylvia Groves, FCG, Acc. Dir., and CEO of Governance Studio, consults, facilitates and speaks professionally. She created 
Governance Studio from her award-winning work with one of Canada’s foremost governance leaders. The firm is dedicat-
ed to Adding Value to Every Seat at the Boardroom Table™. Sylvia’s no-nonsense practical advice has helped thousands 
of corporate secretaries and directors enhance the effectiveness of their boards and their organizations. 

Private, public, co-operative, crown, charitable, hybrid and not-for-profit boards appreciate working with Sylvia to 
enhance their governance programs for the benefit of their stakeholders. Sylvia listens to each client’s 
unique needs and applies her decades of expertise to build the right systems and processes for 
each individual organization. “There is no one size fits all here – 
to be effective, governance has to fit the specific company and its particular culture and operations,” notes Sylvia.

A self-proclaimed “governance nerd”, Sylvia has spent over two decades honing her craft. She has a special 
affinity for helping Governance Professionals and Corporate Secretaries, who are often the unsung heroes of 
implementing good governance. Governance Studio focusses on practical governance solutions:

developing and implementing governance programming that adds value for each unique organization
working with boards to find new members with the right skill profiles
building programs to orient new directors so they can hit the ground running
confidentially evaluating boards and providing concrete recommendations for improvement
auditing complete governance programs to streamline processes and enhance practices
selecting the right-fit best practices for an organization and implementing them
preparing transparent public disclosure that tells the organization’s governance story to stakeholders
teaching staff the fundamentals of great minute writing and the role of the Corporate Secretary

Sylvia is a judge of the Excellence in Governance Awards, an Accredited Director and a fellow of the Chartered Gover-
nance Institute of Canada. She is also a recipient of the Excellence in Governance Distinguished Contribution Award 
from the Governance Professionals of Canada. She is the author of the highly acclaimed book: 
AAA+ Minutes™  – The Three Must-Do Fundamentals And 100s Of Practice Tips For Writing Minutes 
That Protect Your Organization And Its Directors. 

Paul Dubal Paul Dubal 

FACULTY BIOGRAPHY

Acting as adviser to the organization's board members.

Paul Dubal 

Sylvia Groves
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FACULTY BIOGRAPHY

Dr. Chris Bart
(FCPA, F.CIoD, C.Dir)

Dr. Chris Bart is the Chairman and Co-Founder of the Caribbean Governance Training 
Institute and Co-founder and Chairman of the Caribbean Institute of Directors. He is also 
the Founder of The Directors College of Canada, where from its inception in 2003 to 2013, 
he served as its inaugural Principal and Lead Professor. Currently, Dr Bart is the CEO of 
Corporate Missions Inc – an international consulting firm dedicated to helping              
organizations excel in the execution of their strategies. He has also authored several 
books including the 10 year Canadian business best seller, “A Tale of Two Employees and 
the Person Who Wanted to Lead Them” as well as the widely acclaimed publication: “20 
Essential Questions Corporate Directors Should Ask About Strategy" – 3rd Edition”.

A retired Professor of Strategy and Governance, Dr. Bart currently serves as Associate 
Editor of the International Journal of Business Governance & Ethics and he continues as 
a Research Fellow of the Asian Institute of Corporate Governance at Korea University.

He is the recipient of numerous awards including the Queen Elizabeth II Diamond Jubilee 
Medal for his service to Canada. Dr. Bart is listed in Canadian Who’s Who.


