
 

 

 

 

                                                                    Vacancy 

Company Secretary Intern 

Reporting to:             Assistant Company Secretary 

Job Purpose:  During the twelve (12) month programme, the intern will be assigned a structured range of 

duties and projects designed to provide comprehensive exposure to the functions and 

responsibilities of a Company Secretary. 

Key Performance Areas 

 

As an intern, you will be expected to assist with and perform the following tasks under supervision: 

• Minute-taking 

• Assisting with governance-related matters 

• Reviewing and drafting Committee Charters 

• Keeping up to date with any regulatory or statutory changes and policies that might affect the 

Foundation 

• Records management, which includes, but not limited to filling and managing company records and 

documents such Board Packs, Minutes of Board Meetings, and Resolutions 

• Drafting and reviewing contracts 

• Conducting legal research 

• Conducting due diligence investigations 

• Managing the Assistant Company Secretary’s Diary 

• Maintenance of the Foundation’s trademarks 

• Maintenance of the contracts and trademark registers 

 

 

Education, Skills, and Experience 

• Grade 12/ N3 Technical  

• National Diploma or Degree in Corporate Governance, and or LLB Degree or relevant qualification 

• Served Articles (Preferred) 

• Admitted Attorney (Advantage) 

• No prior experience 

• Excellent communication and interpersonal skills  

• Strong administrative/secretarial skills  



• Experience in typing minutes and legal documents  

• Ability to work under pressure.  

• Professional Integrity  

 

Interested candidates who meet the above requirements must forward their CV to Human Resources at: 

recruitments@adoptaschool.co.za    

No late applications will be accepted. 

Closing date for applications: 09 February 2026 
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