
 
Position Name:     Manager Legal 
Department:     Exe. Office Commercial 
Grade:                   Manager 
Vacancy:     1 
Qualification:     LLB   
Experience:     6 to 8 years of experience. 
Location:     Aurangabad 
Reporting to:     Section Head 
 
Position Requirement: 
 

 Excellent Communication, language, drafting and researching skills.  

 Catchhold of MS Office.  

 Updated on latest legal changes.  

 English should be fluent 

 
Purpose of Position: 
 

 To ensure that all the legal rights of the company are protected 

 To ensure that all the legal risks of the company are covered. 

 To ensure that all the legal compliances of the company are duly completed. 

 To ensure that all the legal processes of the company are managed. 

 To ensure that all the legal documentation of the company is managed and recorded properly. 

Tasks: 
 

2. To attend/ file/ represent for Arbitrations of the company: 

 To brief the lawyers and decide strategy 

 To provide necessary documents and support for the arbitration proceedings to the lawyer. 

 To assist in filing and maintaining the database for any such legal case. 

 To prepare, draft and vet backup Documentation. 

 

1. To attend/ file/ represent for litigations of both Civil and Criminal Nature of the company: 

 To prepare, draft and vet backup Documentation. 

 To brief the lawyers. 

 To provide necessary documents and support for the case to the lawyer. 

 To assist in filing and maintaining the database for any such legal case. 

 

3. To draft/ negotiate/ execute any legal contract for the Company: 

 To provide drafts to the user department 

 To keep the track record in form of MIS of the Agreements of the Company 

 To review and update Contract drafts for the company 

 To negotiate terms of agreement with external parties. 

 To help user department in executing the final draft agreement. 
4. To provide necessary support and advice on any matter to the company and its management as and 

when required and to provide all kinds of support in terms of securing Legal rights of the company in 
any matter whatsoever as and when required. To do the necessary Legal Research work to ensure that 
the management is updated about the latest Legal Regime. 

5. To ensure that all the legal compliances are done pertaining to any law and/ or statute in a timely 
manner. To provide all the other support as and when required for the legal requirements of the 
company. 


