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Job Opportunity

	Company
	Honeywell

	Job Title
	347998 - Assistant Admin Sr Legal - CORP

	Location
	Golden Valley, MN, USA

	Salary Range
	$47,400.00 - $71,000.00

	Relocation Assistance
	-


Job Description / Responsibilities / Requirements

This position supports multiple general counsels and intellectual property attorneys representing various businesses within Honeywell’s Safety and Productivity Solutions and Home and Building Technologies Strategic Business Groups.   
·  A qualified applicant must use sound judgment in making independent decisions in complex and ambiguous situations and take immediate and independent action to solve problems.  
· The person in this position must consistently anticipate needs and skillfully set priorities to handle changes in a fast-paced environment, and recommend solutions and implement appropriate actions. 
·  He or she must serve as an information resource on organization structure and practices and must provide coordination and support in business law and intellectual property law areas, including but not limited to drafting and review of correspondence and simple agreements; reviewing various communications and marketing materials; preparing presentations; gathering information for and preparing various internal reports; word processing; maintaining attorneys’ calendars; setting up meetings and teleconferences; making travel arrangements; maintaining files; supporting merger and acquisition activity and related due diligence efforts; supporting handling of confidential personnel-related and other confidential matters; coordinating and supporting worldwide patent drafting and prosecution efforts; engaging in independent and direct communications with outside counsel, inventors and business teams; drafting routine correspondence to patent offices; and managing 
Qualifications:

At least 5+ years’ experience as a legal administrative assistant/paralegal; prior Honeywell experience preferred; excellent organizational skills, flexibility, and ability to prioritize work flow and solve problems; ability to work independently and under pressure; strong bias for action; excellent written and oral communication skills; strong attention to detail; self-motivator willing to take on special projects and partner with others to meet deadlines; excellent computer skills including Microsoft Office, Word, Excel, Powerpoint, Outlook, Sharepoint, One Note; willingness to work overtime as required; ability to maintain confidentiality and discretion; general ability to take charge, make recommendations to simplify processes, and promote client satisfaction.

 
Contact Information to Apply

https://honeywell.csod.com/ats/careersite/JobDetails.aspx?id=85256
Honeywell is an equal opportunity employer. Qualified applicants will be considered without regard to age, race, creed, color, national origin, ancestry, marital status, affectional or sexual orientation, gender identity or expression, disability, nationality, sex, or veteran status.
