UNIVERSITY OF CALIFORNIA 

Office of the General Counsel
Senior Paralegal Specialist
 

Under the direction of Office of General Counsel (OGC) attorneys and reporting to the manager for administrative and personnel purposes, the Senior Paralegal Specialist will provide a broad range of complex paralegal and analytical support to one or more legal practice divisions.  Performs complex legal research; review, interpretation and analysis of laws, policies and technical information; interacts with and problem solves for UCOP departments, campus and medical center clients, and outside counsel. May convene or serve on policy review committees and task forces. 

Bachelor's degree and 5-7 years progressively responsible experience as a paralegal working in a commercial firm, government, or educational institution; or an equivalent combination of education and experience.  Mastery of a significant body of legal knowledge relating to one or more legal practice areas represented within the Office of the General Counsel.  Paralegal Certificate from an accredited program is preferred.   Strong interpersonal skills to develop and maintain productive working relationships with a broad range of individuals.  Strong skills in research, verbal/written communications and client service.  Technical skills in MS Office Suite (Word, Excel, Access and Powerpoint) and relational databases to store, retrieve and analyze data and generate reports.

Salary is commensurate with qualifications and experience.   Salary range is $50,244 (Minimum) to $90,468 (Maximum).  Candidates are typically hired up to the range midpoint.  The University provides an excellent benefits package, including a variety of tax-deferred savings and retirement programs.  

All interested applicants, go to:  <https://jobs.ucop.edu/applicants/Central?quickFind=53778>

The position will remain open until filled.  To ensure full consideration, candidates should submit an application by September 24, 2010.

 

The University is an Affirmative Action/Equal Opportunity employer.

The Office of General Counsel (OGC) delivers ethical, timely, efficient and high quality legal services to the University of California ten campuses, five medical centers, and the Lawrence Berkeley National Laboratory, as well as to the Board of Regents, the President, the Chancellors and other officers of the University. Its services include prosecuting and defending litigation, drafting and negotiating agreements, providing advice, counsel and interpretation of laws, regulations and policies, and assisting with development of effective compliance and risk mitigation strategies to facilitate the University's complex operations.

UC maintains the largest health sciences and medical training program in the United States.  It also operates premier quaternary medical centers at UC Davis, UC San Francisco, UCLA, UC Irvine, and UC San Diego.  Collectively, the University’s health enterprise provides over $5 billion in patient care annually and is among the largest recipients of NIH research support in the United States.  
