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JOB AND TASK DESCRIPTION 

 
 

 
Job Title:     Senior Director 

 
Division:       Corporate Business Directorate 
                            
Grade:         C2 
                     

 
Reports to: 
 

 
Secretary-General 

 

General information  

The Commonwealth Secretariat is the principal intergovernmental body of the 
Commonwealth, responsible for advancing and achieving the shared goals of the 
association’s 53 member governments in promoting democracy, development and 
respect for diversity. 

 
The Commonwealth Secretariat seeks to improve the lives of 2.4 billion people. We 
promote Commonwealth values, work on policy development, and provide expert 
technical advice and assistance to the governments of 53 member countries and 
their peoples, helping them to develop politically, economically and socially. 
 
The Commonwealth Secretariat over the years, has contributed extensively in 
advocating for Small and Vulnerable States.  The work of the Secretariat includes 
areas of Climate Change, Oceans and Natural Resources, Good Governance and 
Peace; Trade Facilitation and Competitiveness, and Economic and Social 
Development. The Secretariat will continue to support its member states in the 
implementation of Agenda 2030 Sustainable Development Goals. 

The Secretariat is headed by the Secretary-General who, as the Chief Executive of 
the organisation, is responsible for overall leadership, management and 
administration.  The Secretary-General is supported by four Senior Directors and an 
Assistant Secretary-General in the management of the Secretariat, its programmes 
and the implementation of its mandates. The Secretariat is seeking to recruit the 
fifth Senior Director, Corporate Business who will report directly to the Secretary-
General and be part of the senior management team. This new post has been 
created in light of the reorganisation of the Secretariat. 
 
Job Summary 
 
The Senior Director will oversee the development and delivery of corporate 
strategies and policies for the effective management and good governance of the 
Secretariat.   
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Responsibilities: 
 

1. Provides advice to the Secretary General on all corporate and business 
issues relating to the effective functioning of the Secretariat. 

2. Supports the Executive Committee and the Board of Governors of the 
Commonwealth Secretariat. 

3. Ensures that the systems and processes in use are efficient and transparent 
and create maximum value for the organisation. 

4. Oversees all corporate functions and activities of the Secretariat, 
actualising and implementing the strategic vision. 

5. Assists in building an effective team of leaders by fostering unity and a 
common purpose among Directors and Heads of Sections. 

6. Forges and maintains relations of trust with member states, partners and 
other stakeholders under the guidance of the Secretary-General. 

7. Assists the Secretary-General in providing policy direction and leadership in 
the management of the Secretariat and fundraising efforts. 

8. Acts always in ways that strengthen the organisation’s common goals 
including remedial actions for any identified issues and; conducts crisis 
management when necessary. 

9. When instructed to do so, act as Officer-in-Charge of Secretariat 
operations, harmonising the organisations day-to-day activities with the 
long-term plans as established by the Secretary-General and relevant policy 
guidelines.  

10. Provides guidance and direction to Human Resources and Facilities 
Management; Communications; Public Financial Management; Corporate 
budgeting; other corporate services including Events & Protocol 
Management, Public Procurement, ICT and other general administrative 
duties; Sourcing and managing extra-budgetary resources and; oversight of 
relations with the Commonwealth Secretariat Staff Association (CSSA). 

11. Administers the Commonwealth Fund for Technical Cooperation (CFTC) 
12. Any other tasks as assigned by the Secretary-General. 

 
Day-to-day management in the following areas is the direct responsibility of 
Directors of Divisions and Heads of Section:  
 

 Human Resources and Facilities Management Division 

 Communications Division 

 Public Financial Management and Procurement Section 

 IT Section 

 Events and Protocol Management 

 Sourcing and managing extra-budgetary resources 

 Geneva and New York Commonwealth Offices 

 Oversight of relations with the Commonwealth Secretariat Staff Association 
(CSSA) 

 
The Senior Director will therefore support delivery and performance results in the 
above areas through inspirational leadership, innovation, overarching policy-
setting, strategic oversight and direction. 
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Person Specification 
 

 It is essential that the Senior Director has as a minimum a post-graduate 
University degree such as an MBA, Public Policy, International Relations; 
Operations Management, Law, Business Intelligence or a related field, and 
be able to demonstrate clear evidence of at least 15 years’ of substantive 
senior executive level experience with results in the areas within this 
portfolio.  

 

 The Senior Director must be a creative and lateral thinker 
 

 Must be able to interact effectively with Commonwealth Governments at 
high levels, including Ministers and Senior Officials as well as senior 
counterparts in other multilateral and development organisations.  

 

 The Senior Director will have experience in building and managing new and 
complex initiatives and institutions; 
 

 Substantial people management skills and experience, including experience 
developing high performance and diverse teams and of managing and 
supporting change; 
 

 Good negotiating skills, with demonstrable experience of navigating 
successfully between differing demands and stakeholders; 
 

 Excellent communication skills including public speaking and writing skills 
that are persuasive and confident in style; Listens to others and responds 
appropriately 
 

 Shares relevant information on a timely basis and works collaboratively with 
colleagues to achieve organisation goals. 
 

 Identifies the key issues for discussion and proposes alternative courses of 
action. 
 

 Establishes and maintains relationships with a broad range of stakeholders 
to gain support for the Commonwealth’s programmes and projects. 
 

 The Senior Director should have a good knowledge and experience of 
international affairs, particularly of intergovernmental relations and 
preferably of Commonwealth countries.  
 

 Exhibits conscientiousness, is efficient in meeting commitments, deadlines 
and is motivated by professional concerns. 
 

 Experience of working in a multi-cultural and international environment 
would be highly desirable; 
 

 Incorporates Gender and Equality perspectives in all areas of work. 
 

Overall, candidates must be able to demonstrate the core corporate values and 
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competencies of the organisation including being able to operate in the diverse and 
political setting of the Commonwealth Secretariat.  
 
The candidate must be a national of a Commonwealth country, and be able to 
demonstrate the support of that country’s government. 
 
 
          Ends 
 
 

 
 


