Join the industry leader to design the next generation of breakthroughs
The future is what you make it! 
 
When you join Honeywell, you become a member of our team of problem solvers, innovators, dreamers, and doers who make the things that make the future. Working at Honeywell isn’t just about developing cool things. That’s why all of our employees enjoy access to career opportunities across different fields and industries. 
 
Are you ready to help us make the future?
 
Honeywell’s Federal Manufacturing & Technologies business manages the U. S. Department of Energy’s Kansas City National Security Campus in Missouri and New Mexico, manufacturing sophisticated mechanical, electronic and engineered-material components for our nation's defense system. Honeywell is on the leading edge of supplying engineering and manufacturing expertise for our nation's defense and national security. Visit kcnsc.doe.gov for more information about working for Honeywell at the Kansas City National Security Campus.
 
Summary:
Paralegal Job Description In this role the individual will provide support for the FM&T Law, Contracts and Export (LC&E) team.
 
Summary of Duties:
· Provide general, day-to-day support for the legal team in a cross-functional capacity providing support for projects and actions including: litigation management, ethics, intellectual property, corporate governance, compliance and legal operations, records and information management, knowledge management, policy updates and version control, and associated administrative requirements
· Provide general support to the legal team working on cross-functional projects requiring basic legal and import and export control related research
· Receive and respond to internal and external information and support requests, and ensure they are appropriately assigned to subject matter experts as needed, and in a timely manner
· Perform quality control, and qualitative and quantitative data-driven compliance checks for business-wide, LC&E owned processes and systems  
· As required or directed, coordinate with outside counsel, internal lawyers and LC&E team members, and other FM&T functions, divisions, stakeholders, and team members
· Coordinate receipt of information, reports, updates and feedback related to legal functions across jurisdictions and businesses
· Support document collection and production
· Perform other related duties and special projects as assigned
You Must Have:
· Paralegal Certification from an Accredited Institution, or an Associate’s Degree
· Must be a U.S. Citizen in order to obtain a DOE ""Q"" Level security clearance
· Minimum three years of paralegal experience
· Demonstrable proficiency in Microsoft Office Suite to include: Word, PowerPoint, and Excel
We Value:
· Paralegal experience working with a government agency, or in-house legal office
· Experience with Corporate Governance
· Familiarity with Import and Export Control Information
· Experience with data-driven process audits
· Superior verbal, written and communication skills
· Self-starter able to work with minimal supervision as an individual, or member of a team
· Superior organizational and time management skills with ability to prioritize and manage multiple projects
· Acute attention to detail, results-driven problem-solver
· Functions with high degree of intrinsic confidentiality, tact and diplomacy and can be trusted with highly confidential materials and sensitive information
· Desires new challenges and responsibilities, and interested in broadening spectrum of technical and substantive knowledge
Additional Information
· JOB ID: req300532
· Category: Legal
· Location: 6700 W 115th St,Overland Park,Kansas,66211,United States
· Nonexempt
· Must have or be eligible for a security clearance due to contractual requirements.
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