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Are you an experienced governance professional with expertise in Board administration and compliance within the Sri Lankan public sector? The State Pharmaceuticals Manufacturing Corporation (SPMC) established under the State Industrial Corporations Act No. 49 of 1957, is seeking a qualified External Board Secretary with proven experience in governance, board administration, and compliance within the Sri Lankan public sector. The role involves supporting the Board of Directors by ensuring effective governance practices, maintaining statutory records, organizing meetings, and advising on relevant legal and regulatory matters. This position plays a key role in upholding accountability and supporting SPMC’s mission to provide high-quality pharmaceuticals to the nation.

Key Responsibilities
· Board and Committee Support
1. Prepare and distribute notices, agendas and minutes of board and committee meetings.
2. Attend meetings and record minutes
3. Ensure compliance with board procedures and policies.
· Statutory Compliance
1. Maintain statutory registers (e.g.: Register of members, directors, etc.)
2. Prepare and file other forms with regulatory authorities.
3. Monitor and advice on changes in legislation affecting the organization.
· Governance Support
1. Advice on best practices in corporate governance.
2. Support the development and review of board charters, minutes, and reference and governance policies.
· Record keeping
1. Maintain and secure corporate records, including resolutions, minutes and statutory documents.
Qualifications and Experience
· A valid practicing certificate and registration with the relevant professional body.
· A minimum of 03 years of experience in providing company secretarial services.
· Experience serving public organizations / listed companies / NGOs.
· Knowledge of applicable company law and corporate governance ethics.
Application Process
· Interested secretarial firms can download the Terms of Reference (TOR), Application Submission Form and other relevant documents from the SPMC website free of charge. (www.spmc.gov.lk)
· Completed documents must be sent by the registered post addressed to the Chairman, Procurement Committee, State Pharmaceuticals Manufacturing Corporation, No. 11, Sir John Kotelawala Mawatha, Kandawala Estate, Ratmalana, Sri Lanka, or deposited in the tender box located on the ground floor of the State Pharmaceuticals Manufacturing Corporation, in sealed envelopes clearly marked on the top left-hand corner as “Procurement of External Secretary Service for Board Directors – SPMC/PP/AD/02/2024”, on or before 2.00 p.m. on 09th February 2026.

ChairmanTel : 0094-011-2636967
Fax : 0094-011-2634771
Email:chairman@spmc.gov.lk

Procurement Committee
State Pharmaceuticals Manufacturing Corporation
       No. 11, Sir John Kotelawala Mawatha, Kandawala Estate, Ratmalana, Sri Lanka
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