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JOB DESCRIPTION

	JOB TITLE
	Senior Legal Counsel & Company Secretary

	DEPARTMENT/UNIT
	Legal 

	REPORTS TO
	Chief Executive Officer and Board of Directors 

	DIRECTLY SUPERVISES
	Senior Manager – Legal Services, Paralegal and Administrative Assistant

	INDIRECTLY SUPERVISES
	Legal Clerks

	TERMS
	Permanent     ☒                          Contract      ☐
Full-Time       ☒                          Part-Time    ☐


	
	



	Job Summary

	
The Senior Legal Counsel & Company Secretary is accountable for the provision of strategic legal advisory services and ensures robust corporate governance, regulatory compliance, legal risk management and board administration across the organization. The incumbent serves as the principal legal advisor to the Board of Directors, the Chief Executive Officer, and Executive Management. 

The role has full accountability for the direction, oversight, and delivery of end-to-end legal services across the Bank’s operations, including legal advisory, contract management, litigation oversight, regulatory legal matters, and oversight of external legal counsel.

As Company Secretary, the incumbent supports the Board of Directors and its Committees by advising on corporate governance, fiduciary duties, and Board procedures, and by ensuring the effective administration of Board and shareholder processes. The role ensures that statutory obligations, corporate records, and Board documentation are maintained with integrity and accuracy in accordance with applicable laws, regulatory requirements, and governance best practices.

	
Key Areas of Accountability

	A. Corporate Governance and Secretariat
i. Serve as the appointed Company Secretary of the Bank, in accordance with applicable laws, regulatory requirements, and governance standards.
ii. Advise the Board of Directors and Board Committees on corporate governance obligations, fiduciary duties, and Board and Committee procedures.
iii. Oversee the coordination and administration of Board and Committee meetings, including the preparation, circulation, and quality assurance of agendas, papers, minutes, and resolutions.
iv. Ensure the integrity, accuracy, and proper maintenance of statutory registers, Board records, resolutions, and corporate governance documentation.
v. Ensure the timely and accurate filing of statutory and regulatory documents relating to Board and corporate governance matters.
vi. Support the Board Chair and Committee Chairs on governance processes, meeting effectiveness, and sound decision-making practices.
vii. Manage and oversee governance-related communication between the Board, Executive Management, shareholders, and regulators, as required.
viii. Oversee the development, review, and maintenance of Board and Committee charters, governance policies, and by-laws.

B. Legal Governance, Advisory & Risk Management 
i. Provide governance oversight of the Legal function and act as the Bank’s senior legal counsel, ensuring legal advice and support are effective, timely, risk-based, and aligned with the Bank’s objectives.
ii. Set and approve legal governance frameworks, standards, and protocols that guide the consistent and professional delivery of legal services across the Bank.
iii. Provide senior legal judgement and governance advice on high-risk, complex, novel, or sensitive matters escalated by the Legal Services function or Executive Management.
iv. Oversee the engagement, direction, and performance of external legal counsel, ensuring appropriate instruction, quality of advice, cost discipline, and alignment with governance expectations.
v. Monitor legal risk themes, emerging legal and regulatory developments, and litigation trends, advising Executive Management on implications, options, and recommended courses of action.
vi. Drive continuous improvement in legal governance, legal reporting, and legal knowledge management to strengthen consistency, quality, and institutional capability.

C. Regulatory & Stakeholder Engagement
i. Act as a trusted advisor to the Chief Executive Officer and Executive Management on corporate governance, legal governance, and legal matters.
ii. Interface with regulators and external stakeholders and Counsel on matters relating to governance and the Company Secretary function, as required.
iii. Collaborate with other departments including Risk, Compliance, Finance, and Internal Audit as key stakeholders to support the Bank’s overall governance, assurance, and control framework.
iv. Promote a strong culture of governance, accountability, and ethical conduct across the Bank through advice, guidance, and leadership example.

D. Leadership & Control 

i. Provide functional leadership and direction to the Legal Services function through the Senior Manager – Legal Services, ensuring clarity of roles, escalation, and accountability.
ii. Establish governance expectations, reporting requirements, and oversight mechanisms to support effective and disciplined legal services delivery.

E. People & Culture

i. Employee Engagement & Culture - Champion engagement, inclusion, and ethical conduct within the Legal function; translate engagement insights into practical actions that strengthen morale, productivity, and retention; and visibly model GBTI’s Core Values and service culture.
ii. Talent, Capability & Succession - Partner with People Operations to identify critical roles and succession risks, support capability development, and contribute to future-ready talent pipelines through coaching, exposure, and on-the-job learning.
iii. Performance & Accountability - Promote fair, disciplined performance management within the Legal function; address underperformance constructively; recognise strong performance; and reinforce ethical standards and accountability.
iv. Change Leadership - Support and lead the people aspects of legal, digital, and process change initiatives, ensuring teams are informed, engaged, and supported through periods of transition.

	
Essential Education and Experience

	· Bachelor of Laws (LLB) from a recognized university
· Admitted to practice law in Guyana
· Certificate in Governance would be preferred
· Minimum of eight (8) years’ post-admission legal experience, with at least five (5) years in a senior legal leadership role, ideally within the financial services or banking sector.
· Demonstrated experience in corporate governance, Board advisory support, and litigation management

	Role Characteristics:

	Scope of Influence
· Enterprise-wide
· Direct interaction with Board of Directors
· Advisory influence over executive leadership
Risk Exposure
· High legal and reputational risk
· Regulatory non-compliance exposure
· Contractual liability risks
Decision-Making Level
· High-level advisory
· Independent professional judgment required
· Authority in governance matters


	Knowledge/Skills and Abilities 

	· Professional Leadership & Coaching - Provides guidance, coaching, and professional leadership to the legal team, setting clear expectations, reinforcing accountability, and supporting capability development.
· Communication - Communicates clearly, confidently, and professionally at all levels, including Board and executive forums, to convey legal advice, governance matters, and expectations.
· Judgement, Problem-Solving & Decision-Making - Exercises sound judgement in complex situations, anticipates issues, and provides timely, practical, and risk-aware solutions.
· Stakeholder & Service Orientation - Maintains a strong internal service mindset, supporting Executive Management, the Board, and business units with high-quality legal and governance advice.
· Collaboration & Team Effectiveness - Builds strong working relationships across Legal, Risk, Compliance, Internal Audit, and business units to support effective governance and decision-making.
· Adaptability & Resilience - Demonstrates resilience and flexibility in managing competing priorities, regulatory change, and sensitive matters.
· Time & Priority Management - Effectively manages time, competing demands, and statutory deadlines to ensure delivery of critical governance and legal obligations.
· Conflict Management - Addresses disagreements and conflicts constructively, applying sound judgement and professionalism to achieve sustainable outcomes.
· Integrity & Ethical Leadership - Upholds the highest standards of ethical conduct, confidentiality, and professionalism, and reinforces ethical behaviour across the Bank.
· Strategic Perspective - Applies strategic insight to legal and governance advice, ensuring alignment with the Bank’s objectives, risk appetite, and long-term direction.
· Change & Culture Leadership - Supports and leads change initiatives within the legal and governance space, role-modelling the Bank’s values and reinforcing a strong governance culture.


	Key Performance Indicators 
Key Performance Indicators will be established annually in alignment with the Bank’s strategic objectives and approved by the Chief Executive Officer, in consultation with the Board where applicable and may include the following:

	KPI Area
	KPI Description
	Measure / Target
	Evidence / Assessment

	Board Governance & Company Secretary Compliance
	Ensure full compliance with statutory, regulatory, and governance requirements relating to Board and shareholder matters
	100% compliance; no material governance breaches
	Statutory filings, registers, Board resolutions, audit/regulatory reports

	Quality & Timeliness of Board Support
	Deliver accurate, high-quality Board and Committee documentation and support
	≥ 95% of Board and Committee papers, minutes, and resolutions delivered on time and without material error
	Board calendars, meeting packages, Chair/Committee feedback

	Senior Legal Counsel Advisory Effectiveness
	Provide clear, practical, and risk-based legal advice on high-risk or sensitive matters
	Positive Board and Executive Management feedback; no unanticipated legal exposure
	Executive feedback, legal opinions, issue escalation records

	Legal Risk Anticipation & Governance Oversight
	Identify, escalate, and manage material legal risks through governance frameworks
	No high-risk legal governance findings
	Internal Audit reports, risk registers, issue logs

	External Legal Counsel Governance & Cost Discipline
	Ensure effective governance, quality, and cost control over external legal counsel
	≥ 90% adherence to approved engagement protocols and budgets
	Counsel engagement records, spend reports, performance reviews

	Leadership, Control & Ethical Standards
	Maintain effective oversight of Legal Services and uphold ethical and governance standards
	No three-lines-of-defence breaches; zero substantiated ethical or confidentiality breaches
	Assurance reviews, ethics reports, people metrics




Chief Executive Officer: ………………………………………………………………….

	
Working Environment and Physical Demand

	· The role operates in a fast-paced, high-demand professional environment, requiring the ability to manage multiple priorities, tight deadlines, and sensitive matters simultaneously.
· Flexibility to work extended hours, as required, to support Board, regulatory, and business deadlines.
· Occasional travel may be required to attend conferences, training programmes, or visit other branches of the Bank.

	
This job description outlines the primary purpose, responsibilities, and requirements of the role and is not intended to be an exhaustive list of all duties. The incumbent may be required to perform other related duties, consistent with the role and grade, to support business needs, including covering absences or managing peak workload periods. Duties and responsibilities may evolve over time in response to organisational requirements.

	
Signatures
This job description has been approved by:

Head – People Operations :………………………..                Date:…………………………………

Team member signature below indicates the team member’s understanding of the requirements, essential functions and duties of the position.

Incumbent:………………………………………………..          Date:………………………………


	
CODE OF CONDUCT, DISCIPLINARY AND CONFIDENTIALITY POLICIES REVIEW AND ACKNOWLEDGEMENT
I hereby acknowledge that I have read and understood GBTI’s HR policies no. 104 Business Ethics and Conduct and no. 108 Conflicts of Interest on employee conduct, No. 701 Employee Conduct and Work Rules and no. 730 Whistle Blower Policy on disciplinary measures and Non-Disclosure Policy, HR Policy no. 112 on Confidentiality.

By signing below, I have consented to comply with the above stated policies.

Incumbent: …...…………………………….………       	     Date: ………………………………..

Head – People Operations:.…………………………….              Date:…………………………………

This Job Description is signed-off with reference having been made to the Bank’s core values and aligned competencies against these values.
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