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The Corporate Secretary: Being Organized

 

This is the second of the 21 hats that the corporate secretary wears (here's the blog about the first hat): When
you're wearing 21 hats, you'd better be organized. Otherwise, there's no way you can cope with all that you need
to handle. So perhaps this skill is the most critical for the corporate secretarial role. The glue.

You need to pay attention to detail—while at the same time, keep everyone on task. It's your level of customer
service that will allow you to have board meetings that reflect your company's culture. That customer service is
going to allow you to have an efficient board, an effective board, and a board that really feels that the company
respects their time and commitment.

So, you're a hand-holder to the degree that is reasonable and makes sense for this particular board.
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Along those lines, knowing each of the director's comfort level is critical, whether it's how well they know
technology, the level and format of the board materials you give them, or if they're able and willing to participate
in engagement with investors. Know what their skill sets are - and what they need.

You're always looking to remove friction. Make sure the directors are comfortable - and that they can focus on
the key parts of their jobs.
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