JOB DESCRIPTION: ASSOCIATE (LEGAL):

A Legal Associate main responsibility is to Assist Manager Legal to ensure that clients receive the best possible representation. The specific duties of Associate Legal will often depend on the needs of the company, but normally include:
· Communicating with clients via phone, by email and in person to conduct interviews and field questions
· Performing initial background research and briefings
· Seeing to administrative tasks like making copies and sending invoices
· Assisting in meetings alongside legal procedures and taking accurate notes on proceedings
· Organizing documents for court filing and record keeping
· Transcribing and proofreading legal documents
· Scheduling client appointments and court dates
· Assist contract management team to carry out pre-and post-contract administration functions in compliance with existing Laws including:
· PPRA Rules and regulations.
· REDAMCO legal frame work
· Liaison with Manager Legal regarding preparation and drafting of various contracts and other post-contract administration duties.
· Assistance in monitoring the tendering of REDAMCO service contracts, lease agreements etc.
· Any other task assigned by the supervisor / management.

QUALIFICATION & EXPERIENCE

Minimum Bachelor’s degree in Law (LLB) from a recognized institution with At least 5 years of relevant experience in a corporate firm or organization and must hold a valid High Court license with core competencies:
· Ability to render legal opinions and provide sound legal advice 
· Experience in managing litigation and coordinating with external counsel 
· Strong legal drafting skills (contracts, agreements, notices, etc.) 
· Knowledge of legal compliance and regulatory requirements 
· Excellent analytical, Strong interpersonal and communication skills problem-solving abilities and Proactive approach to identifying and resolving legal issues.
