
 

TCX INVESTMENT MANAGEMENT 

As manager of The Currency Exchange Fund (TCX or the Fund) 

 

Job title: Corporate Secretary (Governance & Corporate Affairs) 

Reporting line: Director CEO Office 

 

JOB PURPOSE: 

The Corporate Secretary safeguards the integrity, continuity, and effectiveness of TCX’s governance 
framework. The role ensures that Executive Committee (ExCo) and Supervisory Board (SB) decision-
making is timely, well-informed, compliant with internal and external requirements, and supported by 
high-quality information flows. 

As a central governance and coordination function, the Corporate Secretary manages ExCo and SB 
agendas, facilitates institutional discipline around decision-making,and leads corporate governance 
processes.The role serves as a trusted advisor to senior leadership on governance matters, while ensuring 
that TCX adheres to its constitutional documents, governance frameworks, and reporting obligations. 
While reporting to the Director CEO Office (CEOO), the Corporate Secretary will work very closely with 
the CEO on this agenda and on communications with the SB.  

 

PRIMARY RESPONSABILITIES 

A. ExCo and SB  

• Act as Corporate Secretary to the boards (Fund and TIM). 
• Maintain and update terms of reference for boards and committees. 
• Manage and shape the annual agendas of the ExCo and Supervisory Board, ensuring 

alignment with strategic and operational priorities. 
• Ensure suitable and timely TCX personnel participation in ExCo and Supervisory Board meetings. 
• Prepare and coordinate high-quality meeting materials, ensuring completeness, clarity, and 

timely distribution. 
• Draft agendas, take minutes, record decisions, and maintain formal decision registers. 
• Ensure meeting follow-up actions are tracked, delegated appropriately, and closed on time. 
• Maintain and continuously improve governance processes, templates, and documentation 

standards across TCX. 
• Prepare and orchestrate AGM/EGM and board meetings (agendas, materials, minutes). 
• Monitor the corporate agenda and track timely follow-up on actions. 

 

B. CEO Office 

• Lead shareholder communication on all governance matters  
• Maintain secured part of website with fund documentation for investors 
• Maintain the Fund’s prospectus  

 



 

C. Regulatory Affairs & AFM Supervision 

• Support board members in individual and collective suitability assessments. 
• Back-up to team Legal & Compliance on all supervisory matters with the AFM. 

 

D Corporate Governance  

• Serve as steward of corporate records, including minutes, resolutions, decision registers, and 
governance archives. 

• Contribute to internal control processes, reporting requirements, and governance-related 
procedures. 

• Liaise with external counsel and notaries on corporate governance and share ownership 
maintenance. 

 

E. Executive Decision-Making & Organizational Effectiveness 

• Support executive decision-making by preparing briefing notes, synthesizing complex 
information, and ensuring senior leaders are well-prepared for internal and external 
engagements. 

• Maintain annual planning cycles, governance calendars, and cross-departmental reporting 
rhythms. 

• Prepare internal communications on governance for senior management and the broader 
organization. 

• Support special projects initiated by any ExCo member or board committees, particularly 
where governance or cross-functional alignment is required. 

• Identify and address process bottlenecks in governance or board-related workflows, 
recommending improvements where needed. 

 
 
Qualification Background  
and experience: 

• Master’s degree in Law, Public Administration, Business Administration, Corporate Governance, 
or Political Science. 

• Additional certifications in governance are a plus  
• 5–10+ years of hands-on governance experience, ideally in a Dutch regulated environment.  
• Demonstrated ability to run board cycles independently in a professional setting. 
• Experience drafting agendas, resolutions, minutes, and maintaining governance records. 

Languages 

• English: Fluent 
• Dutch: Proficient 

 

 

 



 

  

Competenties: The ideal candidate possesses most, if not all, of the following 
competencies: 

Direction :The ability to manage and direct people and processes, monitoring 
the progress of the activities concerned with authority and the ability to 
discuss these openly. 

Decisiveness: The ability to take clear decisions in time and as the situation 
demands, to take firm action and to create clarity. Making decisions in 
uncertain situations which go beyond one’s own sphere of responsibility, 
making decisions which will also have consequences for other people, taking 
decisions in situations of limited clarity whereby the consequences will 
transcend one’s own direct sphere of responsibility. 

Risk awareness and acceptance: The ability to remain undeterred by 
uncertainties, to take risks and to demonstrate daring. Assessing and 
accepting far-reaching risks and the (extensive) positive or negative 
consequences of these risks, remaining undeterred by these risks and 
takesdecisions which are likely to have significant effects even though the 
precise effects of these decisions cannot be identified. 

Judgement: The ability to arrive at a well-considered and professional opinion 
based on information and on an analysis of a given situation.Assessing 
complex, abstract situations; gathering relevant information of various types 
and levels, making an assessment based on all factors within a complex 
system of contributory factors. 

Planning: The ability to devise a schedule and/or establish priorities within 
one’s own work or that of others. Devising complex planning schedules taking 
a multitude of variables into account, anticipating various scenarios. 

 

Languages: English & Dutch: proficient. 

 

 
About TCX 
 

Name: TCX Investment Management Company B.V. (TIM) 

www.tcxfund.com 

Description: TIM is the exclusive investment manager of The Currency Exchange Fund N.V. 
TCX is a development finance initiative providing long-term currency risk 
solutions for emerging and frontier markets. The Fund manages a global swaps 
portfolio of near USD 10 billion (gross notional value) and operates with a 
sustainable double-bottom-line approach: contributing to development 
impact while maintaining modest positive returns. 

The Fund’s investor base includes 24 development finance institutions, impact 
investors and governments, including IFC, EIB, EBRD, KfW, FMO, and several 
European governments. TCX is headquartered in Amsterdam and supported 
by the European Commission. 

TIM employs around 50 staff across a diverse and international team. Its culture 
is informal, collaborative and guided by five core values: one team, respect, 

http://www.tcxfund.com/


 

drive, care and trust. TCX offers a competitive package and a supportive, 
inclusive work environment. 

 

 

We offer a competitive package and a diverse, supportive work environment. 

 

Apply here  

 

 

 

 

 

 

https://www.nmbrshire.com/spa/public/apply?guidAssignment=dfbccf90-673d-4490-b59a-237bdd8049a4&forcelocale=true
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