
A global prestigious provider of corporate services, Conyers Corporate Services (Bermuda) Limited (“Conyers”)  
supports large listed group structures, as well as local, international, private and trust related companies, with 
their statutory compliance, subsidiary governance requirements and Board support.  Working within a well-
known and successful law fi rm, we support interesting and varied technical transactional matters throughout 
the growth and life-cycle of our clients companies and partnerships.

Senior Corporate Administrator
The Senior Corporate Administrator is responsible for working with a team in handling a full spectrum of 
administration and management of a portfolio of local and international companies. 

What Will You Do
• Act as a main point of contact with clients in respect of service delivery, ensuring that service excellence 

is provided within a timely manner  
• Act as a point of contact for client companies, their boards of directors and associated Conyers lawyers
• Ensure compliance with all applicable laws, regulations and internal policies and procedures, including 

those related to the prevention of anti-money laundering and terrorist Financing and reporting of suspicious 
activity or transactions, client due diligence and record keeping

• Prepare forms, minutes, resolutions and correspondence and attend to government fi lings
• Shadow client board meetings with direct manager
• Under the guidance of your direct manager prepare minutes of client board meetings 
• Contribute towards the business as a whole in identifying process improvements, improvements in policies 

and procedures and any other service innovation changes that would improve the client experience 
• Develop technical knowledge and practical capabilities though attendance at internal training events and 

self-driven research 
• Assist in the training of administrators and provide feedback and identify any additional training needs to 

your direct manager
• Absolute devotion to data integrity with attention to detail in all activity, with particular focus on utilising the 

systems to their maximum potential to drive effi  ciency and client service 
• Support the Corporate Manager in ad-hoc projects outside the daily duties of the role
• Perform other related duties as required and assigned
• Assist and support other team members at busy times

What You’ll Need
• A minimum of 5 years’ experience in company secretarial position gained from professional fi rms
• A corporate secretarial qualifi cation from the ICSA for this position is not a prerequisite but a commitment 

to gain such a qualifi cation will be supported by Conyers.
• Exhibits the qualities of a team player and acts, on occasion, as a team leader, providing guidance to co-

workers who require assistance
• Be fully conversant and understand the authority levels of this role and those of all relevant stakeholders 

to ensure full compliance with the company policies, procedures and regulations
• Sound, practical working knowledge of company secretarial practice is essential
• Excellent organisation and planning skills, be methodical, self-motivated, with strong attention to detail 

and the ability to deliver against on deadlines (sometimes under time pressure) 
• Excellent communication skills 

Resumes with references may be submitted in complete confi dence to:
HR Department, Conyers Dill & Pearman
P.O. Box HM 666, Hamilton, HM CX
Tel: (441) 295-1422 
Fax: (441) 292-3134
Email: careers@conyers.com  

Closing date: July 3, 2020


