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Job Opportunity

	Company
	Honeywell

	Job Title
	HRD23610 – Paralegal

	Location
	Des Plaines, Illinois

	Salary Range
	$ 69200.00 -  $103700.00

	Relocation Assistance
	-


Job Description / Responsibilities / Requirements

Provide paralegal and administrative support to Honeywell Strategy Business groups including corporate patent/ intellectual property/anti-corruption services.

You will have strong learning, administrative and legal background, and the ability to establish and maintain various communications, records, dockets and files related to patent prosecution, patent litigation, licensing, and product clearance activities.  You will be a super-user of Microsoft products

Work closely with leadership and client groups to ensure compliance with established standards, procedures and objectives are met

Contribute to the identification of opportunities for continuous improvement of systems, processes, and practices to enable productivity improvement and cost reduction

Grow and develop your expertise with continuous learning opportunity across the functions.
Qualifications:

YOU MUST HAVE
· Bachelor's Degree

· Registered to practice before the USPTO as a patent agent OR Minimum 3-5 years of experience as a patent paralegal in law firm/law department with Paralegal Certificate 

We Value
· Significant experience in managing patent files or patent-related Paralegal Certificate desired

· Strong written and oral communication skills including skills necessary to:

· Interact with executive level leaders on a frequent basis and with departmental leaders on a regular basis; and

· Communicate and correspond effectively with U.S. and non-U.S. patent office personnel and with patent professionals

· Excellent computer skills (Microsoft products including Word, Excel, Power Point), self-learner; knowledge of IP Folio is preferred

· Ability to perform complex, advanced, confidential administrative and quasi-legal duties

· Understanding of U.S. and foreign patent procedures and forms

· Experience with Law Department functions and the ability to assume significant and varied responsibilities, often with little supervision

· Familiarity with corporate culture and ability to become well-versed in corporate and divisional operating procedures

· Ability to juggle significant docket of varied assignments and to prioritize among those assignments Exceptional organizations skills, individual initiative, professional demeanor and behavior

· Self-motivated, self-starter willing to undertake special projects

· Works well under pressure and detail oriented

· Problem solver and operative team player

· Willing to be flexible on hours

· Can handle steep aggressive learning curve

· Tactful, diplomatic and discrete

Contact Information to Apply

https://honeywell.csod.com/ats/careersite/JobDetails.aspx?id=137087 

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.

