
Job Description

Job Title Head of Legal & Company Secretary

Date & Version 01/2026 Version: 1

Reports to: Chief Risk Officer

Direct Reports: 0

Produced by: Chief Risk Officer 

Leek, St Edward Street Full time, permanent 35 hours

Job, purpose and scope

Duties and key responsibilities 
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 The Head of Legal & Company Secretary is the Society’s senior in-house legal 
adviser and governance leader, acting as a trusted adviser to the Board and 
Executive while leading the Society’s legal capability and company 
secretarial function.

 The role provides high-quality legal advice, robust corporate governance, 
and effective Board and committee support, ensuring the Society operates 
within its legal, regulatory, and governance obligations while enabling 
strategic growth and change in a proportionate and well-controlled manner 
consistent with the Society’s risk appetite and values.

 Combining hands-on legal advisory responsibilities with oversight of 
governance processes and key stakeholder engagement, the role supports 
the Society in navigating legal and regulatory change, strengthening 
governance maturity, and delivering strategic objectives, supported where 
appropriate by external advisers.

Legal Advisory

 Provide timely, pragmatic legal advice across the Society, including lending, 
savings, treasury, outsourcing, procurement, technology, data protection, 
employment, and property matters.

 Draft, review, and negotiate a broad range of legal documentation, including 
contracts, terms and conditions, policies, and framework agreements.

 Support new products, strategic initiatives, and business transformation, 
enabling growth while ensuring legal and regulatory risks are identified and 
addressed early. 

 Monitor legal and regulatory developments relevant to building societies and 
regulated financial services, clearly articulating impacts and required actions.

 Oversee relationships with external legal advisers, ensuring effective challenge, 
oversight, and value for money.
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Company Secretarial and Governance 

 Act as Company Secretary to the Society, ensuring compliance with statutory, 
regulatory, and governance requirements.

 Support the Chair, Board, and Board Committees by ensuring effective 
governance arrangements, including agendas, papers, minutes, and action 
tracking.

 Advise Directors and senior management on corporate governance best 
practice, Directors’ duties, conflicts of interest, and decision-making 
responsibilities.

 Maintain statutory registers, filings, and corporate records, including Companies 
House and regulatory notifications.

 Support the annual Board and Committee cycle, including reviews of terms of 
reference, governance frameworks, and effectiveness assessments.

Regulatory & Stakeholder Engagement

 Act as a key point of contact for legal and governance matters with regulators, 
auditors, and external advisers.

 Work closely with Risk & Compliance to support interpretation and 
implementation of regulatory requirements and supervisory expectations.

 Contribute to Board papers and regulatory submissions where legal or 
governance input is required.

Risk, Conduct & Culture

 Identify, assess, and manage legal and governance risks in line with the Society’s 
Risk Management Framework and Risk Appetite.

 Support a strong conduct and customer-focused culture, ensuring legal advice 
and governance practices align with the Society’s purpose and values.

 Contribute to policy development, review, and proportionate second-line 
assurance activity where appropriate.

Development & Leadership

 Build effective relationships across the Society, acting as a trusted adviser and 
constructive challenger.

 Support training and awareness initiatives for the Board and colleagues on legal, 
governance, and regulatory matters.

 Contribute to the ongoing development of the Society’s legal and governance 
capability as the organisation grows and evolves.
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Conduct Obligations

Conduct Rules
All employees and NEDs are expected to act in accordance with the PRA and FCA 
Conduct Rules:

• You must act with integrity.
• You must act with due skill, care and diligence.
• You must be open and co-operative with the FCA, the PRA and other regulators.
• You must pay due regard to the interests of customers and treat them fairly.
• You must observe proper standards of market conduct.
• You must act to deliver good outcomes for retail customers.

Financial Crime
All employees and NEDs are expected to:

• Be aware of their personal legal obligations and the legal obligations of the 
Society in relation to Financial Crime

• Be aware of the Society’s Anti-Money Laundering systems and controls and 
follow the Society’s procedures

• Be alert for anything suspicious in respect of money laundering or fraud and 
report any suspicions in line with internal procedures

• Do not discuss any suspicions with anyone outside of the Society and do not ‘tip 
off’ a customer or prejudice an investigation

Certification Regime Obligations (If Applicable)

This role has been deemed a Certification function as it is required to perform a 
Significant Harm Function or other regulatory function (“Regulated Activities”) for 
which the Society is required to certify the role holder with the Regulators as fit and 
proper.
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Qualifications and 
knowledge

 Qualified solicitor or barrister in England & Wales (or equivalent).

Desirable 
 A qualification, certification, or professional training in corporate 

governance, company secretarial practice, or board governance 
(e.g. through recognised professional bodies).

Experience

 Significant post-qualification experience (PQE) as a solicitor, ideally 
providing practical and proportionate legal advice on complex 
commercial, corporate and/or regulatory matters.

 Experience of advising senior management and/or Boards, 
demonstrating sound judgement and the ability to balance legal 
risk with commercial objectives.

 Ability to provide clear, precise and practical legal advice, 
effectively articulating what is relevant and important in a concise 
and accessible manner.

Desirable 
 Experience operating within a regulated financial services 

environment, ideally advising on savings and/or lending products 
(including propositions for business customers), and the 
associated legal, regulatory and conduct considerations.

 Company Secretarial experience, including Board and committee 
support, governance frameworks and regulatory engagement.

 Experience supporting business change, outsourcing 
arrangements, supplier contracts and third-party risk 
management.

 Experience managing relationships with external legal advisers, 
including coordinating specialist advice and achieving value-for-
money outcomes.

Skills and abilities

 Proven ability to influence senior stakeholders.
 Strong leadership capability, with experience developing teams, 

fostering collaboration, and promoting constructive challenge.
 Ability to communicate complex legal issues clearly, pragmatically, 

and proportionately to non-legal stakeholders.
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