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COMPLETE ALL FIELDS IS RED
[bookmark: Unnamed][bookmark: Unnamed]DOUBLE CLICK THE GRAY BOXES (|_|) TO “CHECK” YOUR SELECTION
	1. MANAGER/ORG UNIT  

	Hiring Manager: Mark Taylor

	Company Name: Enron North America

	Company #:  (4-digits)
0413

	Cost Center #: (6-digits)
105657
	SAP Org Unit Name:

	SAP Org #:


	2. JOB DETAILS 

	Position Title:  (SAP approved title, ie, Specialist Risk)
Sr. Legal Specialist
	Posting Title: (descriptor to identify to public on Web Postings)


	[bookmark: Check2][bookmark: Check2][bookmark: Unnamed_Copy_1][bookmark: Unnamed_Copy_1][bookmark: Unnamed_Copy_2][bookmark: Unnamed_Copy_2][bookmark: Unnamed_Copy_3][bookmark: Unnamed_Copy_3]Post to Enron Web Site:      |_| Don’t Post         |_| Internal           |_| Internal/External        |_| External   

	Total Number of Openings:  1

	Date Needed: ASAP


	[bookmark: Check3][bookmark: Check3][bookmark: Unnamed_Copy_4][bookmark: Unnamed_Copy_4][bookmark: Check4][bookmark: Check4]Grp/Sub Grp:  |_| Reg. Full-Time Hourly    |_| Reg. Full-Time Salary     |_| Reg. Part-Time Hourly   
[bookmark: Check5][bookmark: Check5][bookmark: Check6][bookmark: Check6][bookmark: Check7][bookmark: Check7]                          |_| Reg. Part-Time Salary      |_| Reg. Rdced Hrs Hourly   |_| Reg. Rdced Hrs Salary
[bookmark: Check8][bookmark: Check8][bookmark: Check9][bookmark: Check9][bookmark: Check10][bookmark: Check10]                          |_| Temp Full-Time Hourly   |_| Temp Full-Time Salary   |_| Temp Part-Time Hourly   
[bookmark: Check12][bookmark: Check12][bookmark: Check13][bookmark: Check13]                          |_| Temp Part-Time Salary    |_| Non-employee/Contract  Effective End Date: __/___/___

	Location/Personnel Area:
Houston, TX
	Use Agency:
[bookmark: Check14][bookmark: Check14][bookmark: Unnamed_Copy_5][bookmark: Unnamed_Copy_5]|_|Yes   |_|No
	Budgeted:
[bookmark: Unnamed_Copy_6][bookmark: Unnamed_Copy_6][bookmark: Check14_Copy_1][bookmark: Check14_Copy_1]|_|Yes   |_|No
	Relocation:
[bookmark: Unnamed_Copy_7][bookmark: Unnamed_Copy_7][bookmark: Unnamed_Copy_8][bookmark: Unnamed_Copy_8]|_|Yes   |_|No
	Hot Job:
[bookmark: Unnamed_Copy_9][bookmark: Unnamed_Copy_9][bookmark: Check15][bookmark: Check15]|_|Yes   |_|No

	[bookmark: Check1][bookmark: Check1][bookmark: Check17][bookmark: Check17]Pers Sub Area:    |_| Standard     |_| Expatriate
[bookmark: Check18][bookmark: Check18][bookmark: Check16][bookmark: Check16]                              |_| Field           |_| Tax Company _______   
	Replacement:
[bookmark: Check10_Copy_1][bookmark: Check10_Copy_1][bookmark: Check11][bookmark: Check11]|_|Yes  |_|No
	For Whom:


	3. JOB POSTING

	Job Responsibilities  (day to day job function and responsibilities)
Assist in various stages of the preparation, negotiation and execution of contracts with third parties.


	Required Skills:  (Bachelor’s Degree, years of experience, Excel, etc.)
Bachelors Degree or equivalent (6 years or more) legal assistant work experience.  Strong background in transactional law preferred.  Excellent organizational skills, drafting skills and oral communication skills.  Ability to prioritize and effectively handle multiple projects simultaneously.  Demonstrated interpersonal skills in working with other departments within the company, as well as third parties.  Demonstrated PC proficiency in word processing.

	Preferred Skills:  (CPA, Master’s degree, industry experience, etc.)
 
              

	Special Characteristics:  (highly motivated, detail oriented, some overtime required, etc.) 
Takes initiative.  Attention to detail.  Ability to interface with Credit department and draft credit provisions.
Other Functions:  Participate in new systems implementation projects and other special projects.
Additional Factors:  Minimum 4 years legal assistant experience in transactional area preferred.


	Contact: 
To be considered for this position, please e-mail your RESUME as a .doc or .txt  ATTACHMENT with your SALARY HISTORY to ENAJOBS2@enron.com. (Please eliminates italics, underlining, multiple margins or side-by-side columns.)  Please indicate on the email SUBJECT LINE your NAME AND THE JOB ID#.  Resumes with salary history will receive priority review.    

	4. FOR HUMAN RESOURCES DEPARTMENT ONLY

	Job Code:
	Job Title: (same as Position Title)
	Post Category:


	
	
	

	Matrix 1:
	Matrix 2:
	Recruit Grp:
	Recruit Sub Grp:

	Wholesale, Retail & Comm
	North America
	Enron Staffing 
	Enron North America
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