TÜV SÜD America Inc. 	Phone: (978) 573-2500
10 Centennial Drive	Fax:     (978) 977-0248
Peabody, MA 01960	E-mail: careers@tuvam.com
	www.TUVamerica.com


TÜV SÜD America Inc., a global leader in product safety, regulatory affairs and certification, has an immediate opening in Peabody, Massachusetts for a:

Executive Assistant / Corporate Paralegal
 
Responsibilities:
· Executive Administrative support to the Chief Financial Officer
· Writing and proofreading memorandums and business letters;
· Project management of small and some larger-scale projects;
· Create and develop correspondence, agendas, documentation reports and presentations;
· Create, organize and maintain correspondence, records and files
· Maintain and create management reports and presentations;
· Execute special research projects;
· Set up meetings, teleconferences and take minutes and distribute action items;
· Liaise with other operational departments as needed;
· Assist with the coordination of general liability claims
· Update corporate filings and company books
· Assist in review and negotiations of company-wide of insurance programs
· Assist in financial and controlling related tasks
· Basic legal review of business contracts


Background and Experience:
· Bachelors degree required;
· Must be able to communicate effectively orally and in writing, and establish and maintain effective working relationships with direct supervisor and co-workers;
· Good academic record;
· Pro-active, highly organized and able to work in a constantly changing environment;
· Excellent Microsoft suite skills required;
· Legal background desired; financial background helpful;
· Additional language skills, specifically German, as well as international exposure is helpful.


 
Please email your resume and cover letter to TÜV SÜD America Inc, Human Resources at: careers@tuvam.com.
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