VACANCY NOTICE
CORPORATE SECRETARY
 						
The Montserrat Info-Communications Authority (MICA) of Montserrat is seeking applications from interested persons for the position of Corporate Secretary (CS).

Core Functions
The Corporate Secretary will play a pivotal role in ensuring the smooth operation of the Authority and its Board of Directors by coordinating the activities, maintaining corporate records, and ensuring compliance with legal and regulatory requirements. This role is critical in supporting effective governance practices and facilitating communication between the  Board, executive management, and stakeholders.
 
Specific Duties include:
The Corporate Secretary under the supervision of the Executive Manager, will be expected to perform the following duties:
· The efficient conduct of its day-to-day affairs on such terms and conditions as the Authority determines and ensures compliance with the relevant legislation;
· Act as the primary point of contact between executive management, the Board and stakeholders;
· Provide administrative support to the Board Chair, including coordinating logistics for meetings and events;
· To record and prepare minutes of the Meetings of the Authority;
· Track action items, monitor deadlines, monitor compliance and follow up on outstanding matters;
· Provide secretarial services to the Executive Manager and the Authority;
· Manage inquiries from the public and the media relating to the Authority’s functions;
· Provide receptionist services including but not limited to the answering of the telephones, the receiving and delivering of messages;
· Type, dispatch and receive correspondence using various media and record and file the same;
· Ensure the timely and adequate recording, compilation, and storage of the Authority’s financial transactions and the periodic audit thereof;
· Assist with departmental budgeting, expense tracking, and administrative reporting;
· Purchase of goods and office supplies from both local and overseas agents and maintain appropriate records and stock;
· Prepare invoices and purchase orders and follow up on payments as necessary in accordance with financial guidelines of the Authority;
· Collect fees and maintain the necessary financial records;
· Maintain and update relevant databases, ensuring information is accurate and up to date; 
· Maintenance of computerized accounting packages (QuickBooks);
· Maintenance of the Integrated Management System (iTMS) to input and produce Licences/Certificates, amongst other things;
· Serve as the office messenger for the collection and delivery of mail and other materials as required from and to the post office, financial institutions, government agencies, vendors amongst others, as required;
· Any other duties related to this position which the Authority may determine from time to time.
Skills
· Strong organizational skills;
· Computer skills with strong proficiency in MS Word, and a working knowledge of MS PowerPoint and MS Excel;
· Knowledge of basic accounts and QuickBooks;
· Experience in working with numbers, such as financial data;
· Strong written, verbal communication and interpersonal relationship skills;
· Good analytical skills and attention to detail;
· Ability to prioritize and deal with the workload to meet deadlines;
· High level of integrity, discretion, and professionalism, with the ability to handle sensitive and confidential information.

Qualifications and Experience Candidates should normally possess:

1. The applicant must be a holder of a first degree and or other relevant professional qualification or Diploma in Secretarial/Business Studies from a recognized tertiary institution.
2. At least five (5) years related experience.

Compensation

1. A competitive compensation package will be commensurate with qualifications and experience.
2. Emoluments will be subject to local income tax legislation.

An application should be accompanied by a Curriculum Vitae and the names of two (2) referees, sent to the following address: –
The Corporate Secretary
Montserrat Info-Communications Authority (MICA)
P. O. Box 165
St. Peters, MSR1110
Montserrat, West Indies

Applications may also be hand delivered at the above address, or emailed to:
Authority@mica.ms to reach no later than, 13th February 2026.

