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HEAD LEGAL ADVICE AND COMPANY SECRETARIAT (LACS)
(Windhoek, Namibia)



[bookmark: ABOUT_THE_NCRST:]
ABOUT THE NCRST:
The National Commission on Research, Science and Technology (NCRST) is a Public Enterprise established in terms of section 4 of the Research, Science and Technology Act, 2004 (Act no. 23 of 2004) as amended with a primary role of promotion, coordination and development of Research, Science, Technology and Innovation in Namibia.


The NCRST hereby invites applications from suitably qualified individuals to apply for the following position:
[bookmark: POSITION:_RESEARCHER,_GRADE:_C2]POSITION: HEAD -  Legal Advice and Company Secretary, GRADE: D2
 JOB PURPOSE:
[bookmark: The_primary_purpose_of_this_function_is_]The Primary purpose of this position is to ensure that the Commission complies with good Corporate Governance, the provisions of the Research, Science and Technology Act, 2004 (No 23 of 2004), the Public Enterprises Governance Act, 2019 (No 1 of 2019) as well as all other relevant legislation. In addition, this position also acts as the Company Secretary to the Board of Commissioners. The successful candidate will lead the Legal Services and Corporate Governance functions, act as a trusted strategic partner to executive management and the Board of Commissioners, ensuring robust legal risk management, statutory compliance, and ethical institutional integrity.

KEY PERFORMANCE AREAS:
KPA 1 Company Secretariat

· Establishes and administers the official registered office, managing public inspections of organisational documents.
· Continually monitors the legal environment and scrutinises Government Gazettes to advise management, the Board of Commissioners and the Council members on new statutory demands. 
· Ensures provision of facilities for the public inspection of organisational documents.
· Evaluates high-risk documentation and standard contracts to ensure legal alignment and strict record-keeping.
· Provide a full secretarial service by owning the end-to-end administration for the Commission, Committee, Council and stakeholder meetings (scheduling, agenda preparation, minute-taking, and distribution).
· Responsible for onboarding new Commissioners and Council members, and providing continuous, individual guidance on their legal duties and governance responsibilities.
· Drafts formal corporate resolutions and maintains the definitive archive of all meeting records.

[bookmark: _Hlk214280774]KPA 2: Governance Compliance

· Develop, implement and monitor the governance framework.
· Communicate governance framework and strategies as well as Commission decisions to all stakeholders.
· Review policies, procedures and processes and advise NCRST as to their compliance against the national law as well as other international regulations and standards.
· Monitor and control the implementation of resolutions / decisions across the NCRST.
· Control the decision-making system and process so that these comply with accepted good governance requirements.
· Keeps up to date with all developments in terms of corporate governance requirements. 
· Ensures Director’s compliance with Corporate Governance requirements that directly affect the directors by advising and assisting them with respect to their duties and responsibilities and compliance with their personal obligations under company law.
· Secures insurance cover for Commissioners individually and collectively

KPA 3 Legal Advice

· Provides authoritative legal counsel to the CEO, Executive Management, the Commission and Councils on business strategies, operational risks, and new business activities.
· Develops forward-looking strategies to favorably influence legislative changes and inputs to regulatory bodies impacting the sector.
· Audits and aligns all internal institutional policies, agreements, and frameworks with national legislation.
· Leads and participates in high-stakes negotiations with external third parties to protect organisational benefits.
· Ensure the drafting, optimisation, and updating of major contracts, enforcing commercial uniformity and legal security.
· Directly maintains the centralised contract register and monitors performance obligations and entitlements.
· Drafts all correspondence for instructions to Lawyers regarding contracts, labour cases or summonses, as directed by the immediate superior.
· Ensure that contracts entered into are consistent in order to enforce uniformity and legal security.
· Represents the NCRST in any legal matters / challenges by consults with external legal advice providers and provides them with instructions on legal assignments to be outsourced.
· Initiates legal action with defaulting business partners where required and follows these through to conclusion with the necessary assistance.
· Files all departmental documents, correspondence and contracts. 


Minimum educational qualifications and experience:
· LLB Honors Degree or equivalent
· Professional / legal registration requirement: Admission as legal practitioner 
· At least five (5) years’ relevant experience in the Public Sector or corporate environment of which 2 years should be in a managerial or supervisory capacity
· LLM will be an added advantage

Skills and attributes required:
· Ability to formulate strategy and analyse policy
· Planning
· Computer literate
· Analytical thinking
· Negotiation, 
· Knowledge of the Research, Science and Technology Act, 2004 (No 23 of 2004) and the Public Enterprises Governance Act, 2019 (No 1 of 2019) legal regulations and directives and automated systems.
· Communication skills
· Ability to work under pressure 
· Assertiveness
· Honesty
· Integrity
· Reliability
· Confidentiality
· Impartiality and confidence
Conditions of employment:
This is a 5-year fixed term contract (renewal based on performance)
[bookmark: Applications:]NCRST is an equal-opportunity employer.

Applications:
· Interested candidates who meet these minimum requirements should submit their applications via email only to: recruitment@ncrst.na 
· An up to date and comprehensive CV and cover letter
· Certified copies of academic qualifications 
· Foreign qualifications must be evaluated by the Namibian Qualifications Authority and proof of the evaluation must be attached.
· Certified copies of identity documents

Please note that only shortlisted candidates will be contacted.

[bookmark: Applications_and_inquiries_may_be_direct]Applications and inquiries may be directed to:
The Human Resources & Organisational Development Office Tel: +264 (61) 431 7099

[bookmark: CLOSING_DATE_OF_APPLICATIONS:]CLOSING DATE OF APPLICATIONS:
21 August 2026
Previously disadvantaged candidates are strongly encouraged to apply.
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