
Corporate Secretary  

 

Qualifications  

1. has the knowledge and experience of working in accounting, finance, or law for at least 10 years 

2. has knowledge in the legal regulations. The stock exchange of Thailand and the Thailand Office of the   

    Securities and Exchange Commission  

 

3. good relationship to liaise with other agencies both within and outside the 

 4. has knowledge and understanding  the company information and can explain to shareholders 

 

Roles, Duties and Responsibilities of Corporate Secretary 

 

1. Prepare and keep the important documents of the Company. 

 

2. Keep the reports on the connected transactions, and perform the activities as assigned by the Securities 

Exchange Commission (SEC) and Stock Exchange of Thailand (SET). 

 

3.  Arrange the Board of Directors meetings, Audit Committee meetings, and specific committee’s meetings. 
 

4. Prepare the minutes of the meetings and important documents, as well as find the venue for the Board of 

Directors meetings and shareholders ‘meeting, set the agenda for the meetings, prepare meeting documents, and 

record the minutes of the meetings. 

 

5. Prepare Company’s annual report to propose to shareholders’ meeting. 
 

6. Hold shareholders’ meetings and take care of shareholders as well as investors. 

 

7. Oversee the Company and the Board of Directors to comply with the laws and regulations of the Office of the 

Stock Exchange Commission (SEC), and the Stock Exchange of Thailand (SET). 

 

8. Encourage the Company to have good corporate governance practice. 

 

9.  Act as a coordinator or the Company’s registrar and coordinate for the matters relating to dividend payment 

activity. 

 

10. Proceed to execute the resolutions of the Board of Directors’ meeting and the resolution of shareholders’ 
meetings 

 


