
 

 
 

 
Assistant Company Secretary (ASX Listed Company) 

Sydney 

Full Time 

 

Who are we? 
 
Virtus Health Limited (ASX:VRT) is the largest provider of assisted reproductive services in Australia. 
We are also a market leader in Ireland, Denmark and have a growing presence in Singapore and the 
UK. Globally, we run 43 fertility clinics and in Australia we also operate seven day hospitals and the 
Virtus diagnostic and pathology service. We are searching for an Assistant Company Secretary to join 
our corporate team. This role will report to the Group General Manager, Legal & Risk and Company 
Secretary. 
 
Who are you? 
 
You are ambitious. You want to be part of the growth of a business, and you want to make a difference. 
You are resilient, hard-working and a team player. You are a legal or governance professional with a 
minimum of 3 years' experience in a company secretarial or legal function. You have deep knowledge of 
governance requirements and a best practice approach to process improvement and efficient delivery of 
company secretarial services. You are reliable and a self-starter who can operate with high levels of 
autonomy.  

 
Imagine if we get together… 
 
This is a newly created opportunity for an agile, proactive and highly organised individual. As the Assistant 
Company Secretary you will report to the Group General Manager, Legal & Risk and Company Secretary 
based in Sydney. The ideal candidate will demonstrate a working knowledge of the ASX Listing Rules, ASX 
Corporate Governance Principles and Recommendations and Corporations Act and have the ability to 
undertake overflow legal work as required.  
 
Essential Qualifications 
 
Tertiary level qualifications and relevant experience 
 
Key responsibilities will include: 
 
Completion and lodgement of relevant ASX, ASIC and other statutory forms/returns and ensuring 
compliance with reporting obligations under applicable laws and regulations for Australian companies; 
Completion of corporate governance inserts within the Annual Report (including compliance against the 
ASX Corporate Governance Principles and Recommendations) and co-ordinate all aspects of the Annual 
General Meeting (including liaising with relevant internal stakeholders and third party advisors as 
necessary);  
Maintenance of applicable registers, statutory records and other internal documents; 
Providing internal advice to the Group General Manager, Legal & Risk and Company Secretary, Board and 
Senior Management to ensure compliance with the ASX Listing Rules including continuous disclosure 
requirements. 
 
Our culture 
 
We are a team with a clear purpose: we work together to continuously improve the care and services we 
provide. We see a future where everyone in the community has the opportunity to create a family. 
Patient care, scientific and clinical leadership and a passion for making a difference to people’s lives is 
always at the forefront of our minds. Collaboration, agility and the curiosity to investigate new ideas is 
how we will continue to grow as a market leader. 
 
How to apply 

 

Please send your CV and covering letter to: donna.thompson@virtushealth.com.au 

mailto:donna.thompson@virtushealth.com.au

