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Job/Role Title	Paralegal (Contracts) Advisor
Grade		E
Responsible to	Director Risk and Assurance
Location	London	

Role Purpose:  
The role is responsible for the development and implementation of systems and processes that support effective contract review and negotiation.  The role will ensure the maintenance of all IPPF entity registrations, as well as supporting the administration of new entity registration and de-registrations globally.  The role will also support the provision of ad hoc legal advice and responding to other potential compliance queries.  The role also ensures IPPF compliance with GDPR.

Context of Role: 
· The role reports to the Director Risk and Assurance  
· The role will support effective donor and partner contracting processes, entity registrations and data protection compliance requirements

Deliverables:
· Develop and maintain effective systems for the review, negotiation, and authorization of donor contracts 
· Ensure subgrant agreements templates are fit for purpose and reflect donor requirements 
· Develop system for logging all IPPF entity registrations globally.  Develop system for ensuring annual compliance with all entity registrations
· Support the registration of new entities, and de-registration of entities, including liaising with external advisors
· Ensure IPPF complies with Data Protection requirements, including GDPR
· Liaise with external legal and other professional advisors where necessary to provide accurate advice 
· Support ad hoc requests commensurate with the role 

Reporting/Management Responsibility:
· None

Skills/Expertise:
· Experience of legal work.  Legal qualification desirable 
· Knowledge of GDPR legislation and experience of working within GDPR requirements
· Knowledge of Multilateral and Bilateral Donor Agreements and donor regulations 
· Excellent attention to detail and ability to complete tasks to a high standard 
· Experience of advising and working across geographies and different legal jurisdictions internationally
· Experience of developing systems and processes, including online systems for process flow and storage 
· Demonstrable administration and organising skills with ability to adapt and flex to changing circumstances 
· Track record of working successfully with diverse, multicultural, and multilingual groups and experience of 
supporting teamworking in diverse environments.
· Strong communication skills, verbal and written with experience of writing policies/procedures/contracts in a 
user-friendly way without technical jargon 
· Excellent English speaking/writing; other language i.e. Arabic, French, Spanish would be desirable 
· Highest integrity and confidentiality, approachable and supportive.

Your Ethos:

· Demonstrate an understanding of and commitment to safeguarding in a local and international context.
· Demonstrates ability and willingness to work in a diverse, multicultural, multilingual and intergenerational environment that is anti-racist and respectful of others.
· An intersectional (pro) feminist passionate about sexual reproductive health care rights + justice, including safe abortion.
· Supportive of people’s rights regardless of sexuality or gender identity/expression and supportive of workers’ rights and access to health care in sex work.

IPPF is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all employees, volunteers, contractors and partners to share this commitment. Anyone employed with IPPF agrees to sign and adhere to IPPF’s Code of Conduct and Safeguarding (Children and Vulnerable Adults) Policy.
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