
Position Description 

Corporate Counsel 

Northwestern Polytechnic University 

June 2021 



Northwestern Polytechnic University (www.npu.edu) seeks a full-time 
Corporate Counsel. 
 
About Northwestern Polytechnic University 

Northwestern Polytechnic University (NPU), a nonprofit university, serves a 
diverse student body of local and international undergraduate and 
graduate students and is dedicated to providing quality education in the 
fields of business and technology. 

The university seeks a proactive, detail-oriented attorney with excellent 
written, oral, and interpersonal communication skills to support its 
executive team and potentially represent the university positively and 
professionally in a variety of public settings. The attorney would preferably 
have a familiarity with a large range of legal areas and the ability and 
interest to work on a wide range of legal and nonlegal matters that are 
important to the university.  

In addition, the attorney may do the following: 

• Drafting, review, track and implement complex legal contracts. 
• Assist and/or help manage certain university accreditation processes. 
• Participate in the development and drafting of responses to external 

entities and third parties. 
• Attend Board meetings, prepare resolutions, take minutes, and 

perform other tasks related to Board matters. 
• Research and provide guidance on non-profit agency reporting, 

regulatory and legal compliance issues, with an understanding of 
major federal laws, applicable state laws and related regulations that 
govern the education industry. 

• Handle defamation and intellectual property matters. 
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• Manage or help manage various legal affairs, including those 
involving outside counsel. 

• Provide overall leadership and management of all corporate, 
employment and commercial legal matters, facilitating strategically 
important organizational initiatives. 

• Create and implement a contract database 
• Manage and/or assist with internal investigations, external disputes, 

and litigation. 
• Negotiate, structure, and manage numerous types of commercial 

agreements, such as licensing, services, confidentiality, and 
partnership agreements. 

Position Requirements 

• Juris Doctor degree from an ABA Accredited law school. 
• All ranges of legal experience may be considered. 
• Strong research, writing, analytical, and critical thinking skills and the 

ability and interest to research new legal, legal-adjacent, and non-
legal matters in furtherance of university objectives. 

• Ability and interest to work both independently and also in a team 
environment as needed. 

• Flexibility, ability, and interest to work on a potentially large range of 
matters that may evolve over time. 

• Skills: outstanding organization skills and work ethic; strong writing 
ability; logical and analytical thinking; information and data 
gathering, analysis, and synthesis skills; legal research and analysis 
skills; excellent attention to detail; strong communication skills; and 
ability to operate standard office equipment. 

• Strong Computer Proficiency highly preferred, including strong 
knowledge of Microsoft Office, including advanced Excel functions. 
Excellent ability with Adobe Acrobat and Google Applications, e.g., 
Gmail - searches, labels, filters, automatic forwarding, Drive, Docs, 

Steven John & Associates, LLC | www.sjanda.com 

http://www.sjanda.com


Sheets, Calendar, and Drive. (4) Strong ability to use browser-based 
software services and databases. 

• Foreign language abilities helpful. Please indicate any such abilities 
on your resume. 

The position requires discretion, flexibility, and the ability to understand 
and manage projects with varying interests in an evolving, innovative 
environment. Must be able to work independently, while also partnering 
and working with outside counsel and other attorneys. 

To Apply 

Interested, qualified attorneys should submit an electronic copy of their 
letter of interest and their resume to the following search consultants:  

All inquiries and/or application materials sent directly to NPU. will be 
redirected to Steven John & Associates, LLC for review, which may cause 
significant delay in evaluation and response. 

On behalf of Northwestern Polytechnic University, we thank you for your 
interest in the Global Head of Commercial Legal career opportunity.

Steve John 
Founder & Principal 
Steven John & Associates, LLC 
steve@sjanda.com 
(415) 505-6685

Jason Snyder 
Managing Director 
Steven John & Associates, LLC 
jason@sjanda.com 
(415) 505-6687

Steven John & Associates, LLC | www.sjanda.com 

http://www.sjanda.com
mailto:steve@sjanda.com
mailto:jason@sjanda.com

