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Figure 1: Job Advertisement – Assistant Company Secretary
Source: (Homes England Careers, 2025)
· Job Title: Assistant Company Secretary – Cambridge
· Location: Birmingham, Bristol, Leeds, Liverpool, Manchester, Newcastle, or Northstowe (with regular attendance in Cambridge)
· Salary: £48,945 – £57,582
· Working Pattern: Full-time, 35 hours per week
· Contract Type: Permanent
· Application Closing Date: 26 October 2025 (23:59)
Interview Date: Week commencing 3 November 2025
[bookmark: _heading=h.s629eys1k5cm]A Bit About the Role
The successful candidate, who works as a member of the central Governance team at Homes England, headed by Peter Judge (Assistant Director Governance and Company Secretary), will be instrumental in assisting the Cambridge Growth Company (CGC), a subsidiary of Homes England, in its early years and beyond.
The postholder will help to develop new governance models in a dynamic project with a large social agenda and long-term influence. As the Assistant Company Secretary, you will ascertain the effectiveness with which you provide secretariat and governance services to the Board, CGC Chair, Executive, Committees and Advisory Council (MacNeil and Esser, 2022). Your broader role will also be in assisting the entire Homes England Governance Team, where you will play a role in corporate decision-making and compliance throughout the organisation.
The position entails 50% office work with flexibility, and frequent travel to Cambridge (around 20 times annually), the travel costs of which will be paid.
[bookmark: _heading=h.5c56wgvnqxkt]A Bit About You
The perfect candidate will be able to comfortably assist the Company Secretary in timely, compliant and well-documented decision-making. You will be well experienced in the management of complicated governance matters, statutory compliance and keeping proper company records.
You are expected to be skilled in minute-taking, compliance under the Companies Act, long-term planning and administration of committees. You should be in a position to work independently, though report to senior governance staff in a matrix management environment.
The position is very interactive with the top stakeholders, so good communication, stamina, and stakeholder management skills become very important (Câmaraand Morais, 2022). You are expected to juggle between various priorities, be attentive to detail, and work with integrity and professionalism on any issues related to governance.
The ability to work as a team player is important, as well as to participate in an inclusive culture. You will be happy to work creatively and proactively to help achieve good governance practice and decisions throughout the Agency.
[bookmark: _heading=h.mcvb78rniynr]A Bit About the Cambridge Growth Company (CGC)
Cambridge Growth Company is a subsidiary of Homes England that was set up to spearhead ambitious sustainability growth plans in Greater Cambridge. The CGC is led by Peter Freeman and is focused on the formulation and execution of a strategic plan in housing, transport, water, as well as infrastructure to ensure that Cambridge achieves its potential.
The CGC collaborates directly with the local and central government and uses its resources to advance major projects and surmount impediments to sustainable development (Kuldova, 2022). With an Advisory Council of local leaders and experts, the organisation is similar to the wider goals of Homes England in ensuring sustainable and successful communities.
Learn more at thecgc.org.uk.
[bookmark: _heading=h.2fnpeoqcozrx]Who We Are
Homes England is the government's regeneration and housing manager. We are convinced of the importance of cheap, dependable homes and environmentally appropriate places for the enhancement of the lives of people. We fast-track regeneration, complement contemporary construction practices and promote sustainable communities through partnerships between the public and the private sector (Bui and Krajcsák, 2024).
Our powers, financing, and influence are used to provide cheaper homes, encourage building safety and innovate in housing delivery. We are changing cities and making a permanent, positive difference in communities in England together with our partners.
[bookmark: _heading=h.4jmufvmc1yrv]What We Offer
· Competitive salary and 33 days of annual leave
· Hybrid working (50/50 office and home-based)
· Membership of the Homes and Communities Agency Pension Scheme (defined benefit)
· Professional membership fees covered
· Employee Assistance Programme and financial wellbeing support
· Access to discounts with leading retailers
· A network of inclusive employee groups supporting diversity and personal development (Gerlak et al. 2023)
Homes England supports early applications and involvement by means of the Disability Confident Scheme. The shortlisted candidates will be requested to provide evidence of their right to work in the UK during the interview process.



[bookmark: _heading=h.ebfau6kah3y0]Section 2: Curriculum Vitae
Applicant for Assistant Company Secretary – Homes England
Professional Profile
Detail-oriented and motivated Business and Management student with good knowledge of organisational governance, operational business, and corporate compliance. Proficient in assisting with administration and meetings, as well as creating proper business documents. Research, report writing and stakeholder engagement. Skilled in promoting transparency, accountability and effective decision-making as well as report writing. The aim of this is to assist Homes England Governance Team in its strategic and operational operations by maintaining accurate records, working in a team, and professionally communicating with the Cambridge Growth Company.
[bookmark: _heading=h.8d3131z1t56m]Key Skills
· Governance and compliance awareness
· Minute-taking and report writing
· Attention to detail and accuracy
· Communication and stakeholder engagement
· Strategic and operational planning
· Team collaboration and problem-solving
· Research and data analysis
· Confidential information handling
[bookmark: _heading=h.oto005wwijbd]Education
BA (Hons) Business and Management
United Kingdom
(Expected Completion: 2026)
Key modules: Leadership and Management, Corporate Governance, Business Strategy, Organisational Behaviour, Financial Decision-Making and Business Ethics.
Relevant coursework: The generation of analytical reports involving corporate governance practices and stakeholder engagements within the UK public sector.
[bookmark: _heading=h.2v7knw39augq]Professional / Practical Experience
Business Support Intern – Local Enterprise Partnership (LEP)
· Administrative governance through the assistance of scheduling meetings, preparation of agendas, and recording action points on behalf of senior managers.
· Helped in checking business cases and adhering to local funding requirements by the authority.
· Elaborated reports about the affected progress and corrected records on the Board and Committee files (Salamanca-Cano and Durán-Díaz, 2023).
· Communicated with internal and external stakeholders to organise project schedules and information flow.
Administrative Assistant – University Business Society
· Assisted in running society by keeping proper records of meetings, budgets and events.
· Helped the improvement of governance by developing standardised templates of minutes and correspondence.
· Collaborated with the executive members to organise business engagement and professional networking efforts (Solomonsz et al. 2021).
Customer Service Advisor – Retail Organisation
Trained in effective communication and people skills through interaction with different customers and solving problems effectively.
· Assured adherence to company service standards and working policies (Innes, 2021).
· Experience in managing conflicting priorities in a high-pressure workplace.
[bookmark: _heading=h.uv87j6x0jtf2]Achievements and Projects
· Governance Report (Academic Project): Completed an in-depth review of successful governance in a UK housing association about compliance and accountability structures (Innes, 2021).
· Leadership Presentation: Presented a group project on organisational governance models on ethical decision-making and the influence of stakeholders.
· Volunteer Event Coordinator: Planned charity fundraisers and kept a good record of the event skills, which enhanced the teamwork and coordination of the project.


[bookmark: _heading=h.12pearfjid3o]Section 3: Cover Letter
	Applicant for Assistant Company Secretary – Homes England
Dear Recruitment Team,
This is to apply to the post of Assistant Company Secretary – Cambridge, Homes England. I am especially attracted to this position due to its governance, compliance, and strategic decision-making support in the Cambridge Growth Company. The prospect of working in an organisation which values sustainable housing, partnership stakeholder interactions, and a sound governance structure, has a close relationship with my professional interests and my academic interests in Business and Management.
Within my business and management studies, I have gained a sound perspective on organisational governance, corporate compliance, and administrative procedures. My work experience has provided me with some hands-on experience with the tasks of organising meetings, drawing reports, and making sure that documentation is of high quality in terms of accuracy and clarity, which directly corresponds to the duties of the Assistant Company Secretary position (Kuldova, 2022).
During my prior experience as a Business Support intern with a Local Enterprise Partnership, I was tasked with the role of supporting senior managers, which included organising board meetings, preparing agendas, taking notes, and monitoring the follow-up of action points. This has taught me to pay attention to details, enabled me to be more effective in communication and to have an understanding of the essence of remaining within the statutory requirements in the governance of an entity. Also, cooperation with various groups allowed me to gain a robust selection of interpersonal skills and the capacity to navigate intricate stakeholder settings, the skills that are crucial in communicating with the CGC Chair, the Board members, as well as the Advisory Council.
The mission of Homes England to bring about rapid, sustainable development and provide quality housing projects in the UK particularly motivates me. The fact that the Cambridge Growth Company focuses on designing infrastructure, transport, and housing solutions appeals to me because I am eager to work on socially beneficial projects. I believe that my research skills, organisation and being proactive would enable me to assist the Governance Team to meet its targets without compromising on its standards of professional conduct (Bui 
Both my educational and volunteer experiences have enhanced my ability to work alone, handle competing demands, and maintain confidentiality, which are essential in offering effective governance support. As an illustration, during the events of the university society, I made sure that there was proper record-keeping and communication among the executive and the participants, which was similar to the duties of the preparation of the governance documentation and conducting meetings.
I get excited about the prospect of applying my knowledge, skills, and commitment to the success of Homes England and the overall governance programs of the CGC. I would be happy to elaborate on my qualifications to work at the position of Assistant Company Secretary during an interview. 
Yours sincerely,
Applicant for Assistant Company Secretary – Homes England
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Birmingham, Bristol, Leeds, Liverpool, Manchester, Newcastle or Northstowe

Assistant Company Secretary - Cambridge

Salary: £48,945 - £57,582
Working Pattern: Full Time
Contract Type: Permanent
Hours: 35
Closing Date: Mon 27 Oct 2025 - 05:29 AM




