
Corporate Administrator

Private Family Offi  ce

A small but very ac� ve private family offi  ce has immediate need for 
a second seasoned corporate administrator to handle an increasing 
demand for the proper administra� on of its por� olio of companies. 
The role presents an opportunity to be part of a new and exci� ng 
business with an established and expanding client base and provides 
an opportunity for personal and professional development.  Given 
the entrepreneurial environment, the role involves tasks at various 
levels of complexity and requires a� en� on to detail and a hands-on 
approach.  

Working closely with a senior colleague and the Managing Director, 
you will -

• Be responsible for the complete management and delivery 
of quality corporate administra� ve services to a por� olio of 
companies and partnerships;

• Ensure that the corporate records of each company are 
current, in compliance and in good order and that changes 
to regulatory and administra� ve status of each company are 
maintained;

• Oversee records management and ensure all records required 
by regula� on (as a minimum) are properly maintained and 
securely stored;

• Arrange for the cer� fi ca� on of cons� tu� onal documents of 
each company;

• Schedule, arrange and a� end Board, Shareholder and 
commi� ee mee� ngs;

• Organize the fl ow of documenta� on to the Board of 
Directors, including agendas and board packs;

• Arrange and a� end signing sessions with the Board and the 
business;

• Dra�  agendas, minutes, wri� en resolu� ons and reports;
• Ensure the Board of Directors is briefed on any legisla� ve 

or regulatory issues rela� ng to Bermuda company 
administra� on, and:

• Liaise with other en� � es and persons in the Group, in various 
jurisdic� ons, as may be necessary of the proper execu� on of 
the above.

You will be a Bermudian or spouse of a Bermudian with a relevant 
university degree or professional creden� als and a minimum of ten 
years corporate administra� ve experience with Bermuda companies 
and partnerships.  You will have working knowledge of Economic 
Substance, FATCA, CRS and the Bermuda Monetary Authority’s 
INTEGRA system.  A compe� � ve compensa� on and benefi ts package 
is off ered. Privacy and security are hallmarks of our opera� on.  

Please apply in complete confi dence by sending your CV, cover le� er 
and personal email address to:

Private Family Offi  ce
#11 Bermudiana Road, Suite 1608
Hamilton HM 08
Bermuda


