
 
 

Position Description 

Job Title:  Business Paralegal  

Reports To:  Paralegal Committee and assigned attorneys 

FLSA Status:  Non-Exempt 

Summary:  

Research law, investigate facts, and prepare documents to assist business attorneys by 
performing the below stated duties.  

Essential Duties and Responsibilities include but are not limited to the following: 

Corporate Filings.  Research state statutes to determine corporate filing requirements; search 
corporate databases; assist with the preparation of corporate documents; make corporate filings.  

Lien and UCC.  Perform and/or oversee ordering of UCC and/or lien searches.  Prepare UCC 
financing statements, amendments, continuations, and terminations.   

Tax and State Registration.  Research and assist with the preparation and filing of tax documents 
related to the organization of corporate entities, such as applications for employer identification 
numbers, S-corporation election applications, and applications for state tax registration. 

Basic Drafting. Assist with drafting basic corporate organizational documents, board and 
shareholder resolutions, and stock certificates.  

Document Tracking and Organization. Assist attorneys with the tracking and organization of 
closing documents and deliveries in connection with merger, acquisition and other transactions. 

Clerical.  Perform other clerical duties such as scheduling appointments, providing information 
to callers, composing and typing correspondence, and reading and routing incoming mail; file 
correspondence and legal documents in office filing system.  

Filing and Indexing. Ensure proper indexing and filing of original legal documents.  

 
 
 



Competencies   

To perform the job successfully, an individual should demonstrate the following competencies:  

Analytical - Synthesizes complex or diverse information; collects and researches data.  

Design - Demonstrates attention to detail.  

Problem Solving - Identifies and resolves problems in a timely manner; skillfully gathers and 
analyzes information.  

Interpersonal Skills - Focuses on resolving conflict, not blaming; maintains confidentiality.  

Oral Communication - Listens and obtains clarification; responds well to questions; is able to 
communicate with clients and attorneys in a courteous, effective, and professional manner.  

Written Communication - Writes clearly and informatively; edits work for spelling and grammar; 
varies writing style to meet needs; able to read and interpret written information.  

Teamwork - Balances team and individual responsibilities; contributes to building a positive 
team spirit; interacts well with others.  

Professionalism - Accepts responsibility for own actions; follows through on commitments.  

Quality - Demonstrates accuracy and thoroughness; looks for ways to improve and promote 
quality; pays attention to detail.  

Attendance/Punctuality - Is consistently at work and on time; is available based on attorney 
needs and able to work extended hours as required; is present in the office and available in 
person, by telephone, and by email in order to facilitate communications and work product with 
attorneys and other staff.     

Dependability - Follows instructions and responds to management direction; commits to long 
hours of work when necessary to reach goals.  

Initiative - Takes independent actions and exercises reasonable judgment; asks for and offers 
help when needed.  

Qualifications  

To perform this job successfully, an individual should demonstrate the above stated 
competencies and be able to perform each essential duty satisfactorily. The requirements and 
responsibilities listed herein are representative of the knowledge, skill, and/or ability required. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions.  



Language Skills  

Ability to read, analyze, and interpret general business periodicals, professional journals, 
technical procedures, or governmental regulations. Ability to write reports, business 
correspondence, and procedure manuals. Ability to effectively present information and respond 
to questions from attorneys, clients, staff, and the general public.  

Mathematical Skills  

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, 
common fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and 
interpret bar graphs.  

Reasoning Ability  

Ability to solve practical problems and deal with a variety of concrete variables in situations 
where only limited standardization exists. Ability to interpret a variety of instructions furnished 
in written, oral, diagram, or schedule form.  

Computer Skills  

To perform this job successfully, an individual should have knowledge of Internet software; 
Spreadsheet software, Word Processing software, and legal software.  

Certificates, Licenses, Registrations, Experience  

Minimum of 5 years of business paralegal experience is required. 

Demands and Work Environment 

Physical Demands: The physical demands described herein are representative of those that must 
be met by an employee to successfully perform the essential functions of this job.  Physical 
demands will include significant computer use.  Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions.  

 
 


