CORPORATE ADMINISTRATION (DCA 207)
Corporate Administration: An overview

CHAPTER ONE:CORPORATE ADMINISTRATION : AN OVERVIEW

What is cor porate administration and cor porate administrator ?
Corporate administration may be described as thelemmentation of duties
judiciously as distinguished from policy-makinge(ithe jurisdiction of the Board of
Directors) of a corporation.
Corporate administrator carries out his duties tfer corporation within the legal
framework and acts prudently (with good judgement).

I mportance of corporate administration

- Chartered secretaries are neither primarily orgdimnal strategists nor functional
(operational) specialists but they perform roleat thssist the organizational
strategists and facilitate functional specialists discharging their respective
responsibilities.

Strategists< » Functionalists

\ Chartered /

Secretaries

The relationship between Chartered SecretariedariAistrators,
Organisational Strategists, and Specialists

- Organisational strategists comprise the Board ofed@ors and the top
management who are responsible to chart the direethd formulate strategies
for the organization. The middle management traeslahe direction and
formulates more specific business level strategiebereas the first level
management primarily executes the earlier strasegie specific, operational
(functional) terms.

PREPARED BY : YEO SOOK FERN

EDUCATION BEYOND BORDERS



CORPORATE ADMINISTRATION (DCA 207)
Corporate Administration: An overview

The roles of Chartered Secretaries or Administeaitothe organisation Hierarchy

Chartered
Administrator

Top

Middle

Operation:

- Chartered administrators perform a strategic rdieewnsuring organisational
compliance with the authorities. They also asgist top management in legal-
corporate matters. In addition, chartered admiists undertake specific
assignments which are equivalent to middle levalagament position.

- The roles of chartered secretaries or adminissatoay be classified into three:
those that are specified by the statutes, theirrdoa# directors and top
management, and their organisation.

Three dimensions of corporate administrator’s roles

Responsibility] Source ICSA  Classification
Type (1998)

Own statutory| Specified by the Core duties
responsibility | corporate law

Corporate -

statutory Specified by the Core duties
. ... | corporate law

responsibility

General Organisational

Additional duties

responsibility | requirements

The core duties are legal obligations (specified/dnyous Acts such as the Malaysian
Companies Act 1965) and consequent offences arsé tithich result from best practice.

Corporate administration as a support service
Charted secretaryship adds value to organisatiam@in by providing corporate
administration services.
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Value chain divides organisational activities ibk@ categories: primary and secondary.

Firm infrastructure

Human resource

Technology Margin
Procurement

Inbound | Operations | Outbound Sales and Service

logistics logistics marketing

Three Requirements of 21% Century Leadership

Leader

Organisation

The leader — The leader should exhibit these ctexiatics: Janusian, the dualistic, the
value-based educational, sensational. Having tiaepof collective genius, mastery, and
mindset. The leader therefore searches, acts, akdathe dream real.

The processes — Processes refer to the actioffis, akid strategies that the leader needs
to be able to compete in the future. The leadeulshimcus on four core practices: grass-
root education, fire prevention, direct interactiand effective globalisation.

The organisation — The leader helps create pesuause they are responsible to create
and destroy organisation; assesses return on taldatowledge generated; develops

human resource, searches relentlessly for innavatle creates a customised workplace,
the creative web, and kaleidoscope thinking.
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The concept of best practice

Best practices are “the best way to perform a lmssirprocess.” Leading companies use
this process to achieve top performance, and teeyesas goals for other companies,
which are striving for excellence.

According to PricewatedHouseCoopers, best pracaces a source of creative insight
for business improvement.” Best practices do note gdefinitive answers to the

organisation’s problems. They allow organisatioratlapt the best practices to improve
their performance. By studying best practices, egamisation may evaluate its current
business processes using new ways

Learning Outcomes

. Students should be able to define corporate administration.

. Students should be able to appreciate the importance of corporate administrator

. Students should be able to differentiate between classifications of roles of
chartered secretaries.

Basic Reading

1. Chartered Secretaries Malaysia, Good Governance Guides,
http://www.maicsa.org.my/good _governance/ updated 16 March 2004.
2. ICSA UK Guidance Notes and Best Practice Guides,

http://www.icsa.org.uk/news/guidance uk.php

Revision Questions

Define corporate administration.

Describe briefly the job scope of a corporate adstriator.

What is the relationship between strategists, fonetists, and chartered secretaries?
Identify three elements required for a leader @2 century.
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