
 

 
Hagarinternational.org 

Position Description – Corporate Secretary 

Job Title: Corporate Secretary (CS) Employment Status: Full time volunteer position 

Job Location: Phnom Penh, Cambodia Reports to: Hagar International CEO 

Organisational Description 
Hagar is an international Christian organisation, registered as a foundation in Switzerland, which 

began its work in Cambodia in 1994. In 2008, Hagar began working in Afghanistan, and in 

Vietnam in 2009. In each context, Hagar works tenaciously with women and children who have 

survived extreme cases of abuse and exploitation, particularly human trafficking, sexual 

exploitation and domestic violence, caring for each individual until they can care for themselves. 

In recognition of the deep wounding of severe abuse, Hagar does whatever it takes for as long 

as it takes to restore broken lives to wholeness. Operating both commercial and not-for-profit 

entities, Hagar engages in private and public sector partnerships in pursuit of its mission. 

Through its social programmes, commercial businesses, and partnerships, Hagar ensures high 

quality services in health care, legal support, psychosocial support, education, family services, 

training and employment.   

Hagar serves women and children regardless of religion, political preference, ethnicity, race, or 

sexual orientation. Hagar humbly serves those rejected and exploited by society and values, 

honours and respects the diverse perspectives, religions, and cultures of its staff, supporters, and 

partners. Hagar’s fundraising offices are located in Australia, New Zealand, Singapore, the United 

Kingdom, the United States and Hong Kong (2012). Hagar International (HI) oversees the strategic 

direction of Hagar’s initiatives globally, including programme and support offices and Hagar 

Social Enterprise Group (HSEG).  

Hagar’s Approach 
Restoring wholeness is at the heart of Hagar’s approach and encompasses five Spheres of 

Change.  

Protection: Clients have legal identity and nationality, are safe in an environment that is free from 

abuse, neglect, exploitation and violence, have access to legal support and/or representation, 

and are equipped to protect themselves. The end of abuse, neglect, exploitation and violence. 

The start of safety and identity. 

Personal Well Being: Clients develop internal strength and resilience through activities that foster 

mental, physical, emotional and spiritual health.  Clients cultivate the ability to “bounce back” or 

even grow in the face of adversity, trauma or tragedy.  The end of helplessness. The start of hope 

and resilience. 

Economic Empowerment: Clients increase their power over economic decisions that influence 

their lives and enable greater freedom of action. Clients become financially independent and 
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able to take care of themselves and their families. The end of exploitation. The start of a secure 

and productive life. 

Social Capital: Clients build healthy connections and relationships with their families, friends, and 

social networks. This, in turn, increases community engagement and enables clients to 

successfully integrate into the community of their choice. The end of rejection. The start of 

community and respect. 

Societal change: Through advocacy and partnerships, Hagar influences positive systemic and 

societal change with and on behalf of survivors on the journey towards protection and recovery.  

The end of exclusion. The start of freedom.  

In pursuit of these goals, Hagar focuses primarily on case management and personal recovery 

needs of its clients and partners extensively with others to ensure specific services are met such 

as health care, education and other specialised supports.  

 

Key responsibilities  

Board Scheduling and Meeting Management 

The CS is responsible for maintaining a schedule for the HI Board (and subcommittees), HSEG 
and any support offices requiring assistance from time to time, and coordinates each meeting 
either on line or making conference arrangements for in person meetings.  

 Working with various board members to establish schedules 

 Establish and manage web based tools for board collaboration 

 Ensure bylaws are followed in the conduct and documentation of board activities 

Board Documentation and Archiving  

The CS is responsible for preparing board documentation and ensuring effective archiving and 

file-sharing.  

 Assist Board Chairs preparing agendas and background documents 

 Prepare meeting minutes and required resolutions and circulate for signature. 

 Respond to information requirements of board members 

 Maintain secure archives of all documentation and file sharing capabilities for easy 

access by board members 

Develop and Monitor Compliance Systems 

The CS is responsible for developing, maintaining and improving compliance monitoring systems 

and assisting the Hagar boards and executives in compliance.  

 Maintain scorecard reporting for each Hagar office and develop into reports for HI board 
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 Work with auditors, regulators, legal counsel to understand HI’s changing compliance 

requirements 

 Ensure all relevant HI resolutions, reports and information is submitted in a timely and 

accurate manner to supervising authorities  

 Monitor the activities of subsidiary companies, maintain complete corporate records, and 

ensure compliance with Cambodian law in consultation with local legal and accounting 

advice and the HI Chief Financial Officer 

 Monitor monthly and quarterly reporting from Hagar entities 

 Complete evaluations of two local Hagar boards per year and its members, and report to 

HI 

Legal Review 

The CS assists HI in reviewing a range of legal matters: 

 Incorporation documents of subsidiary companies and Hagar offices. 

 International law as it pertains to protection, transfer and other cross boarder services to 

clients.  

 Keeping the HI board and CEO updated on all significant protection matters and 

ensuring appropriate reporting by country offices on protection. 

 Review significant contracts.  

 Maintaining positive relationships with the various legal firms supporting HI and its 

subsidiary companies.  

 Provide or source advice on other legal matters that arise.  

 Develop or review HI global policies. 

Monitoring and Reporting on Hagar International’s Strategic Framework. 

The CS is responsible for maintaining a monitoring system for Hagar’s strategic framework which 

monitors Hagar’s performance against its strategic goals and is an important tool of the CEO and 

HI Board in providing oversight to Hagar’s entities.  

 In collaboration with the CEO develop the monitoring tools for the strategic framework 

 Work with various entities and leaders within Hagar to ensure accurate data is measured 

and reported 

 Provide monthly/quarterly reports on the strategic framework to the CEO and HI Board 

Executive Assistance 

The CS may also be required to provide other executive assistance to HI’s CEO, Board Chair and 
Directors in exercising their governance responsibilities.   

Challenges  

 Developing and maintaining governance systems and processes for a growing 

organisation 
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 Working internationally across many jurisdictions and cultures  

 

Selection Criteria 

The person 

The right candidate for Corporate Secretary will:  

 Demonstrate experience working with international executives   

 Demonstrated experience in supporting board processes is highly desirable 

 Have a deep commitment to Hagar’s history, mission and core values. 

 Have excellent verbal and written English  

 Working knowledge of accounting  

 Able to prepare good presentations on PPT 

 Demonstrates a willingness to understand Hagar’s work through reading important 

documents and by regular visit to projects 

 Has cross-cultural sensitivity and communication skills 

 Has good organisational skills 

 Has strong attention to details 

 Has good interpersonal skills, adaptability and flexibility 

 Demonstrates ability to learn new skills 

Qualifications 

 Professional qualification in Law or Accounting 

 Demonstrated knowledge of the Cambodian and/or Swiss law  

 Five years of experience in a similar role 

Remuneration  

A remuneration package reflecting the level of skills and experience that will be brought to the 
position will be negotiated with the successful candidate.  

Application  
Please send a cover letter and CV to jobs@hagarinternational.org. Please address all selection 

criteria in your cover letter.  An acknowledgement letter email will be sent to confirm receipt.  

Only shortlisted candidates will be contacted for interview and notified of the outcome of their 

application.  

There is no deadline for applications; recruitment will remain open until a qualified individual is 

appointed, preferably by the first quarter of 2014.  

http://hagarinternational.org/international/about/mission/
http://hagarinternational.org/international/about/core-values/

