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Company Secretary

Location: KAPCO Corporate Office Lahore
Job Title: Company Secretary

Job Grade MG9-10

No of Positions: 01

Position Profile.

The position of Company Secretary shall be responsible for providing Corporate Governance services to the business in a
highly commercial environment. Contribute to strategic planning and decision-making at the executive board level to
develop and implement a statutory/compliance mechanism that aligns with the corporate vision and its current and long-
term business objectives.

Functions and Responsibilities:

Board Meetings & AGMs: Organize Board, Committee, and General Meetings, ensuring timely circulation of notices,
agendas, and minutes.

Corporate Governance & Compliance: Ensure adherence to corporate laws, regulatory frameworks, and governance
standards; maintain liaison with SECP, SBP, and other regulators.

Legal & Regulatory Affairs: Oversee compliance with regulators and other statutory requirements; ensure timely
regulatory filings and disclosures.

Risk Management & Disclosure: Advise management on legal and regulatory risks; ensure timely disclosure of
material information.

Contract Management: Review, draft, and negotiate key agreements, including PPA, OSA, GSA, and IA; coordinate
with the legal counsel on legal claims and disputes.

External Representation: Liaise with regulators, legal counsel, and public authorities; represent the Company where
required.

Documentation & Shareholder Affairs: Maintain statutory records, resolutions, and registers; manage share
transfers, dividend issuance, and related matters.

Board & Director Support: Facilitate Board inductions, training, and compliance guidance; support directors in
governance obligations.

Qualifications & Experience:

e Member of a recognized professional body of Accountants or Corporate/Chartered Secretaries, or Law
Graduate/Master’s in Business Administration or Commerce (HEC recognized).

e Minimum 15 years’ experience, including 5 years as Company Secretary in a publicly listed company.
e Strong understanding of corporate governance frameworks, regulatory compliance, and legal affairs

e  The minimum desired age is 40 Years.
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Head of Internal Audit

Location: KAPCO Plant

Job Title: Head of Internal Audit
Job Grade MG 9-10

No of Positions: 01

Position Profile

To govern the internal audit function in all respects, including strategy, goals, audit universe, methodologies, planning,
reporting, and coordination, ensuring alignment with KAPCO’s corporate objectives and value creation. The position
ensures that internal audit delivers independent, objective assurance on governance, risk management, and control
processes in accordance with professional standards and the directives of the Board Audit Committee (BAC).

Key Responsibilities

Audit Strategy & Planning: Develop and implement internal audit strategy and annual plans aligned with the
company’s risk universe and strategic objectives.

Risk Assessment & Control Evaluation: Identify key risks, evaluate internal controls, and ensure a risk-based
approach in audit planning and execution.

Audit Execution & Reporting: Oversee planning and delivery of audits; review findings and ensure accurate, timely
reporting to management and the Board Audit Committee (BAC).

Governance & Compliance: Ensure adherence to internal audit standards and regulatory frameworks; assess the
effectiveness of governance and risk management processes.

Board Audit Committee Liaison: Present significant findings, control weaknesses, and improvement
recommendations to the Board Audit Committee (BAC); support follow-up actions and compliance tracking.
External Coordination: Coordinate with external auditors, regulators, and other assurance providers to ensure
alignment and comprehensive coverage.

Team Leadership & Development: Lead, coach, and develop the internal audit team to maintain high professional
and ethical standards.

Quality Assurance: Review audit methodologies, tools, and processes to ensure continuous improvement and audit
excellence.

Qualifications & Experience

Chartered Accountant (CA), ACCA, CIA, or equivalent qualification from a recognized professional body, with article
ship experience from a Big 4 firm.

Minimum 15 years of post-qualification experience, with at least 5 years in a senior leadership role overseeing
internal audit or risk functions in a publicly listed or regulated entity (preferably energy or infrastructure sector)

Minimum desired age is 40 Years.
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