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Company: Indus Hospital

Location: , , Pakistan

Category: legal

Head of Corporate & Legal Affairs - CEO Secretariat Experience Approx 08 years proven

experience in the relevant field Education Bachelor's degree in law is mandatory and in

addition business administration, or a related field degree will be preferred. Last Date

1/19/2024 12:00:00 AM Job Description Incumbent play a crucial role in ensuring the legal

compliance and efficient administration of the network's governance and regulatory

responsibilities. This position involves managing corporate records, providing guidance on

corporate governance, and ensuring compliance with all relevant laws and regulations. 1

. CorporateGovernance: · 

Provideguidancetotheboardofdirectorsandseniormanagementoncorporategovernance

principles,practices, andcompliance requirements. · 

Assistinthedevelopmentofgovernancepoliciesandensureadherencetocorporategovernance

codesandregulations. · 

Monitorandensurecompliancewithallapplicablelaws,regulations,andstatutoryrequirementsrelevanttohealthcareoperationsandhospitaladministrationinPakistan.

· 

Stayupdatedonlegislativechangesandcommunicatetheirimplicationstotheboardandseniormanagement.

3. BoardSupportandCommunication: · 

Organizeandattendboardmeetings,ensuringaccuraterecordingofminutesandfollow-

uponactionitems. 4. CorporateRecordsManagement: · 

Maintainthenetwork'sstatutoryregistersandcorporaterecords,ensuringtheyareup-to-

dateandaccessible. · 

Overseedocumentmanagement,recordkeeping,andarchivingofimportantcorporatedocuments.
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5. RegulatoryReporting: · 

Prepareandsubmitstatutoryandregulatoryreportstotherelevantauthoritiesincompliance with

Pakistanihealthcareregulations. ·  Ensurethatallregulatorydeadlinesaremet.

6. ContractsandAgreements: · 

Review,draft,andnegotiatecontracts,agreements,andlegaldocumentsonbehalfofthenetwork. · 

Ensurethatallcontractsareinthenetwork'sbestinterestandcompliantwithapplicable

7. ComplianceAudits: · 

Coordinateinternalandexternalaudits,includingfinancial,operational,andcomplianceaudits. · 

Developandimplementremedialactionsbasedonauditfindings. 8. PolicyDevelopment: · 

Develop,review,andmaintaintheIHHN’spoliciesandprocedures,ensuringalignmentwithlegal

andregulatoryrequirements. 9. RiskManagement: · 

Collaboratewiththemanagementteamtoidentifyandmanagelegalandoperational risks.

Certification & Skills: ·  Membership with the Institute of Chartered Secretaries and Managers

orsimilarprofessionalbodyispreferred. · I n-

depthknowledgeofcorporategovernanceprinciplesandlegalcomplianceinPakistan. · 

Excellentunderstandingofhealthcareregulationsandlawsgoverninghospitaloperations. · 

Strongcommunication,negotiation,andpresentationskills. ·  Detail-

oriented,organized,andabletomanagemultipletaskssimultaneously. · 

Astrongethicalcompassandcommitmenttomaintainingconfidentialityandintegrity. 
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