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Corporation Secretary Administrative Support 
Location: Nairobi, Kenya	Comment by Ahiaku, Andrews: @Muganda, Flora 
Hi Flora.

The fresh advert should be open to all nationals in all AGRA focus countries as a local hire. This shall mean that anyone from the 12 AGRA focus countries can apply. 
[bookmark: _Hlk156482351]Job Reference: CSS/LEG/03/2026

AGRA and its Work

AGRA is an African-led institution that actively supports the drive towards inclusive agricultural transformation and sustainable food systems. We do this by empowering the continent’s 33 million small-farming households to transform their agriculture from a struggle to survive to profitable businesses. The continent’s farmers regularly face challenges, and we aspire to provide uniquely African solutions that respond to their agricultural and environmental challenges, leading to increased harvests for reduced hunger and more income. 

Working in alignment with the development priorities of our focus countries, we enable farmers to access improved and high-yielding seeds, gain knowledge on sustainable farming, and link to profitable markets. 
In our work, we aspire to build the alliances, partnerships, and networks required to drive an inclusive agricultural transformation. We work with our partners to create an equitable youth-friendly environment that harnesses the youth dividend on the continent to drive growth and facilitate open employment opportunities for young women and men. We achieve our key objectives through a focus on the following five areas of intervention:

1. Policy and state capability - We support governments in creating an enabling environment for private sector involvement in agricultural transformation. 
2. Seed systems – We trigger higher productivity by increasing the availability and access to improved seeds by farmers, allowing them to increase their harvests for food security and better incomes. 
3. Sustainable farming – We support farmers in building resilient farming systems for sustained high yields through interventions such as mechanization and irrigation. 
4. Inclusive markets trade and finance – We work to increase the linkages between farmers and other market actors for a positive, sustained cycle of commercialization and reinvestment.
5. Youth, Gender, and Inclusiveness – We enable women and youth to contribute to and benefit from agriculture for their economic empowerment.
Implementing Our New Strategy Through People
People are the heart of our organization and remain the true drivers of our delivery and our impact.

We work with incredible people and partners who have roots in farming communities across the continent, combined with an inclusive and diverse workforce from over 24 nationalities. Our commitment to a call to action goes beyond ourselves as we arise to catalyze African Food Systems' transformation by being deeply collaborative, Executing Excellently, Sincerely Constructive, and Increasingly Entrepreneurial, aligned with our values of (I-RISE; Integrity, Respect, Innovation, Stewardship, and Equity).

We are looking for people who are passionate about Africa to join our innovative, growing, and multidisciplinary team. Together, we can accelerate Africa’s food system’s transformation, thereby improving the livelihoods of smallholder farmers. Want to join us?

The Position

Senior Corporation Secretary Administrative Support Job Reference: CSS/LEG/03/2026

The Corporation Secretary Administrative Support provides comprehensive administrative, coordination, and logistical support to the General Counsel/Corporation Secretary and Legal Counsels. The role ensures the smooth functioning of the Office, including the timely preparation and submission of Board papers. The incumbent works closely with the Office of the President and the Board of Directors and undertakes support research as required.

Key Duties and Responsibilities:

· Complete a broad variety of administrative tasks for the Board and General Counsel, including managing an active calendar of appointments, completing expense reports, composing and preparing correspondence, arranging complex travel plans, itineraries, and agendas, and compiling documents in preparation for events and Board meetings.
· Upon request, communicate directly and on behalf of the General Counsel with board members, staff, and other stakeholders.
· Maintain discretion and confidentiality in relationships with all board members.
· Support the Communications unit with the development and implementation of board-related events.
· Organize board meetings virtually and overseas, coordinating logistics, collecting and preparing board materials, and assisting board members with travel arrangements, accommodation, and other needs.
· Provide executive-level support in planning, directing, managing, and coordinating activities of the board by maintaining the calendar schedule through planning and coordinating meetings, conferences, and teleconferences.
· Manage the Legal Unit and Board Secretariat budget, including reconciliation, invoice tracking, and legal billing spend management.
· Adhere to compliance with applicable rules and regulations set in bylaws, Committee terms of reference, and organization policies regarding board and board committee matters.
· Proactively work with the team, management, and board members to ensure daily needs are met proactively.
· In collaboration with the General Counsel, administer and update the board information portal (Diligent) to ensure transparency of board policies, activities, and decisions.
· Coordinate orientation for new board members and ongoing education for all board members to help them understand their roles and responsibilities.
· Provide a bridge for smooth communication and collaboration within and between the Legal Unit, President’s office, and internal departments, maintaining credibility, trust, and support.
· Plan and coordinate internal and external meetings of the Legal Unit.
· Create and manage the board calendar and applicable board reports with attention to accuracy and timeliness.
· Manage internal and external correspondence and inquiries relating to the board and General Counsel, including confidential and sensitive documentation.
· Maintain the Board’s roster and organize periodic engagements for the Board.
· Participate in Board event preparation meetings and propose improvements if necessary.
· Supervise current Board events and coordinate all team members to keep workflow on track.
· Manage Board events paperwork by ensuring all necessary materials are current, properly filed, stored, and shared with Board members on time.
· Evaluate potential problems and technical hitches and develop solutions as needed.
· Direct project correspondences by preparing and reviewing talking points, briefing notes, memos, meeting minutes, and emails.
· Ensure board members’ expense claims are promptly approved, verified, and submitted for processing.
· Ensure timely processing of board members’ honorariums.
· Organizes documents of the Legal Unit for easy retrieval and reference.
· Maintain up-to-date information in the database for efficient document management.
· Support with record-keeping endeavours of the Legal Unit for soft copy records, as needed.

Key Qualifications and Experience Required:

· Bachelor’s degree from a recognized university.
· Experience working effectively and sensitively across barriers such as language, culture, and distance.
· Organization and planning abilities.
· Experience working in environments where strict confidentiality is paramount.
· Skilled in providing comprehensive administrative support to executive leadership, including effective schedule management, correspondence preparation, maintaining organized documentation for easy retrieval, and fostering strong stakeholder relationships through effective communication strategies to enhance operational efficiency.
· Demonstrated ability to organize and manage events, ensuring seamless execution through effective logistics coordination, material preparation, and travel facilitation for both virtual and in-person meetings.
· Exhibits strong budget management and reporting skills by performing reconciliations, tracking invoices, and overseeing financial processes to ensure accountability and compliance within the Legal Unit and Board Secretariat.
· Demonstrates a strong understanding of bylaws and regulations governing board activities, providing executive-level support to uphold and maintain governance standards.
· Exemplifies the ability to build and maintain positive, productive working relationships by communicating clearly, listening actively, showing empathy, and adapting communication style to different audiences.

If you believe you are the right candidate for this position, kindly submit your application with a detailed CV (including your e-mail and telephone contacts) to recruit@agra.org. Please quote the job reference number CSS/LEG/03/2026 in the subject line of the application e-mail. 

For more information on AGRA, visit www.agra.org. 

AGRA is an Equal Opportunity Employer 
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