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JOB DESCRIPTION 
 

TITLE 
   Sr Paralegal 

NUMBER 
    50020154 

JOB FAMILY 
   Legal 

GRADE 
    10 

DATE REVIEWED 
   May 2012 

FLSA CLASSIFICATION 
    Non-Exempt 

JOB SUMMARY 
Establishes and supports systems and processes to enhance ability of PSE to transact business in a compliant and 
efficient manner. Performs a variety of law-related tasks, generally of a paralegal nature. Assists with 
implementation of policies, practices, and programs. Performs independent legal research and analysis of legal 
issues while assisting other paralegals on the drafting of legal documents. Prepares responsive materials and/or 
strategies for attorneys in the department. Works with others in Legal Department to create, organize, and maintain 
a seamless Legal Department document management/filing system (and any associated hard-copy files). Interacts 
with internal clients to assist with Legal Department functions. Develops internal clients and counsels personnel on 
a limited range of legal issues. 
 
Upholds the safety compliance standards inherent in PSE’s operating and/or field procedures related to work 
responsibilities. Promotes and supports a culture of total safety. 
 

JOB RESPONSIBILITIES 
 Assists attorneys or outside counsel with ongoing legal work associated with litigation, audits, or regulatory 

proceedings.  
 Coordinates with other departments to gather and maintain records of transactions for prudence review 

purposes.  
 Acts as a senior resource. Reviews their work and offers help as needed.  
 Performs contract review, drafting and/or administration activities.  
 Assists with corporate and securities filings, compliance, and procedures.  
 Assists in responding to third-party complaints, subpoenas, or data requests; tracks such requests, responses, 

and information.  
 Provides oversight of trademark and other intellectual property protection and compliance strategies and 

processes. 
 Assists company departments in developing and administering programs and processes to ensure compliance 

with Corporate Policy Manual, Corporate Ethics and Compliance Program, and other standards.  
 Performs due diligence review in major transactions.  
 Provides counsel on a limited range of legal issues for PSE personnel under the supervision of a PSE attorney. 
 Monitors intellectual property license acquisition and protection.  
 Facilitates real estate transactions and document preparation.  
 Assists with preparation of corporate records including minutes, resolutions, and bylaws.  
 Reviews or prepares bankruptcy claims, notices, and filings.  
 Performs administrative functions as needed, including expense reports, time entry, word processing, and filing. 
 Processes and approves vendor invoices.  
 Maintains confidentiality of all corporate or other private, personal, or privileged information. 
 Performs other duties as assigned. 

MINIMUM QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 Minimum of eight years’ paralegal experience or equivalent. 
 Has or is working towards a paralegal degree.   
 Excellent oral, written, and interpersonal communication skills.  
 Excellent organizational skills, efficiency and attention to detail.  
 Ability to work independently with minimal supervision but judgment of when to escalate issues.  
 Proficient with legal research programs (e.g., Westlaw) and court or regulatory processes. 
 Proficient with Microsoft Office programs.  
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 Expert with document management systems. 

DESIRED QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 Legal experience working in a  utility or corporate setting, or with an energy firm.  
 Familiarity with SAP. 
 

 


