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Job Opportunity

	Company
	Honeywell

	Job Title
	req122898 - Manager Senior Legal Operations

	Location
	Kansas City, Missouri

	Salary Range
	$ 8080.00 to $ 12625.00

	Relocation Assistance
	-


Job Description / Responsibilities / Requirements

Under the general supervision and direction of the General Counsel, the Senior Manager for Legal Operations is responsible for supporting the internal law department administration and operation needs.  Primary responsibilities will be legal project management, create and drive data analytics to demonstrate efficiencies and to support the culture of innovation and continuous improvement.  This position will work to improve the Law Department’s interaction with other business teams and functional support groups. 

 Position Responsibilities:

•
Manage information governance for the law department, including internal legal records and enterprise-wide information governance of government and company proprietary information

•
Develop, streamline and optimize internal processes, systems, tools and procedures for the law department including, but not limited to, company-wide litigation management processes; mandatory disclosure requirements to the government customer; management of service of process notices, complaints, subpoenas, etc.

•
Program management for new initiatives, ensuring multiple legal projects are planned, organized, controlled and delivered including change management, establishing control procedures, developing policies and work instructions, and developing internal metrics

•
Support monthly and quarterly reporting to leadership

•
Collaborate with General Counsel in performing corporate secretary responsibilities for Board of Manager meetings, Independent Audit Committee meetings, etc.

•
Developing metrics and monitoring Legal function performance.  Report status and recommends actions to General Counsel and management representatives. 

•
May include supervision of paralegal or other non-attorney members of the law department
Qualifications:

YOU MUST HAVE
· Bachelors of Science or Bachelors of Arts degree

· At least two years of experience with Six Sigma processes and operations, Green Belt certification

· 5+ years of experience as a support function within an in-house law department or law firm 

We Value
· A proactive self-starter who can work as part of a team. 

· Goal focused; ability to constantly prioritize in order to enable continuous improvements within the law department while executing business objectives. 

· Experience in coordinating and monitoring activities within a law office. 

· Ability to develop and analyse metrics and data

· Proactive approach to recognizing needs, solving problems, anticipating issues and developing solutions

· Extensive experience in all phases of corporate legal practice including a thorough knowledge of government procurement regulations.

· Strong organization and project management skills.

· Develops innovative solutions.

· Strong problem solving and interpersonal skills.

· Drive efficiencies and process improvements. 

Contact Information to Apply

https://honeywell.csod.com/ats/careersite/JobDetails.aspx?id=122898
Must be a US Citizen due to contractual requirements. In this position you will exercise discretion and independent judgment on matters of significance.
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.

