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Job Title:  Paralegal 
FULL-time

Job Summary: 
Perform a variety of moderately complex legal tasks, under the guidance and supervision of Attorneys in the Legal department.  Must possess the ability to gather facts, determine materiality, perform research, and work independently.  Must be very detailed, organized, and be willing to proofread and provide clear deliverables. Must possess the ability to function under pressure, remain flexible and respond to conflicting or rapidly changing priorities.  Must exercise strong judgment/discretion in handling confidential matters.    Will communicate (phone and Email) with attorneys, management, outside counsel, employees, representatives of regulatory agencies and the public.  
Responsibilities:

1. Respond to internal clients with a legal need via the “Legal In-box”. 

2. Using templates, create documents for borrowers and deposit customers.

3. Assist in creating pleadings for mortgage foreclosures.

4. Handle or assist in the resolution of customer or employee complaints or claims, including analysis of issues, investigation and research.

5. Coordinate, assemble and prepare (or assist with preparation of) documents related to litigation, administrative proceedings, agency requests and other matters, including discovery, subpoenas, requests for information, position statements, depositions, etc.

6. Conduct basic legal research and monitor legislative and regulatory developments and maintain databases for reports on litigation.
7. Handle scheduling and coordination of corporate and other meetings; monitor compliance with filing and other legal requirements.

8. Proofread documents and identify and correct contextual and grammatical errors, as well as technical inconsistencies in documents.

9. Draft correspondence, memoranda and other documents.

10. Assist with review, analysis and organization of documents and information as necessary.

11. Perform other duties as assigned.

Experience/Qualifications:
1. Associate Degree or Paralegal Certification preferred but not required.  Will consider experience as a Paralegal or Legal Assistant in lieu of degree or certification.

2. Must possess the ability to apply analytical skills and substantive knowledge of legal concepts.

3. Must be able to handle high volume of work on a regular basis.

4. Requires a high level of interpersonal skills and the ability to effectively interact at all levels of the Corporation.

5. Must possess unquestionable integrity and trustworthiness.
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