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Job Description

Role title: 	Commercial Contracts Senior Paralegal
Reports to: 	Senior Legal Counsel
Grade:		Senior
Sector:		Group Services
Division:	Legal


Purpose / Scope of role

This is an exciting opportunity to join the Apem Group Legal team within a leading environmental consultancy. The Contracts Team plays a critical role in supporting project delivery by providing commercially focused pragmatic legal advice and ensuring that contractual arrangements are robust, proportionate, and aligned with business objectives.

This role is ideally suited to:
· An experienced Senior Paralegal seeking exposure to quality, complex work; or
· A newly qualified solicitor with commercial contracts experience looking to transition in-house.
What success looks like in this role

This role is a key role within the APEM Group. As the company continues to grow, the role will develop and grow alongside it, providing opportunities to work on more complex, strategic and high-risk negotiations, deputise for the Environmental Services Legal Lead for UK&I and advise on broader areas of law. 


Key Responsibilities

· Review, draft and negotiate a wide range of commercial contracts supporting environmental and consultancy projects, at both tender and award stages
· Identify and advise on legal and commercial risks, including high-risk contractual provisions (e.g. liability, indemnities, liquidated damages, and warranties)
· Provide pragmatic, solution-focused legal advice to internal stakeholders to support project delivery with a keen eye for detail.
· Lead on negotiating terms and conditions in favour of the business, as well as construct and document legally binding contracts and drafting bespoke text required for contractual clauses.
· Arrange signature by our Directors on contractual documentation in accordance with our Delegation of Authority.
· Prepare paperwork for APEM’s Board for contractual approvals, with an assessment of potential legal and financial risk posed by the contract and identifying suitable mitigations.
· Maintain a tracking system for APEM’s contracts to ensure they have the necessary approvals and signatures in place.
· To act as part of the Business Support Team, providing administrative support where necessary.
· Responsible for co-ordinating and advising on the resolution of contractual issues such as poor performance by sub-contractors, breach of contractual arrangements etc. with input from the Contracts Manager.
· Build working relationships internally and externally in order to develop own knowledge and supporting growth.
· Understand stakeholder requirements and consistently manage projects in line with the team’s internal service level agreement.
· Prioritise work effectively to maximise efficiency in working practices and maintain good service delivery, adhering to all necessary timetables/deadlines both internally and externally.
· Take ownership of key administrative tasks, ensuring all work is efficiently tracked, logged, and maintained with accuracy
· To assist in the training and development members of your team.
· To carry out any additional activities that may be reasonably required or requested.
· To take reasonable care for the health and safety of yourself and others; make use of the tools, equipment, training and resources; and actively engage with colleagues at all levels to contribute to the continuous improvement of health and safety management.
· Complete mandatory health and safety training modules and any that are specific to your role.


Skills/Knowledge/Experience/Qualifications

Essential - 

· Minimum of 2-3 years relevant work experience, including experience of reviewing, drafting and negotiating commercial contracts.
· An enthusiastic, proactive individual with the ability to manage competing priorities in a fast-paced environment and produce high quality work within tight deadlines.
· Excellent drafting skills and a keen eye for detail, with ability to provide pragmatic advice.
· Good level of legal experience and able to communicate legal concepts appropriately (verbal and written), including ability to modify approach depending on audience.
· Able to work autonomously but with supervision on a day-to-day basis.
· Display significant commercial, technical and professional skill and judgement including the ability to analyse risk and justify decisions to internal stakeholders.
· To be able to recognise and highlight any opportunities to enhance APEM's services within your division.
· To be able to deliver presentations to internal and external audiences.

Desired but not essential – 

· Legal qualification (LLB or equivalent) 
Our Values 
Our most important assets are our people who work for the firm. We all work as one team and rely on each other. We wish to create a working environment to which our people are proud to belong, by maintaining our values at the forefront of everything we do. These values are:

· Integrity – We do the right thing
· Quality – Quality in everything
· People - We care
· Forward thinking – We focus on the future
· Positivity – We believe we can
· Fairness – We champion equality 

Our WOW Factor

When home became work, we learned that flexibility, understanding and balance allowed us all to move forward and grow together. So, no matter where you’re based, the hours you keep, the toddlers you have to entertain, or outside interests that help with your wellbeing we’re committed to our Ways of Working (WOW) with each other so we can continue to be our best.

You belong

We recognise that everyone’s story is different. The opportunities, experiences and challenges faced in life shape who we are, and we understand that these are the things that make us individual and unique. Embracing our differences means we’re able to approach what we do from every angle.
Inspiration and insight can come from anywhere, and no matter your history or choices in life, we empower our people to be their best, so we can be our best, together. We welcome the whole you.
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