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	Position:   
	Senior Paralegal
	Incumbent:    
	TBD 

	Division:
	Kruger Inc.
	Sector/Department:   
	Compliance and Corporate Secretariat

	Location:
	Head Office (Montréal)
	Date:    
	2026-04-16



POSITION OVERVIEW

The Senior Paralegal is responsible for providing specialized, autonomous, and strategic support to the corporate Legal Department. The incumbent contributes to the effective management of the organization’s legal and corporate matters, notably through the rigorous maintenance of corporate records, direct support to the Corporate Secretary, administrative coordination of legal activities, and follow-up on internal files and stakeholder matters.

The role requires excellent organizational skills, a high level of rigor, and the ability to manage a high volume of documents and files in a complex, multi-entity corporate environment.


REPORTING RELATIONSHIP

This position reports to the Corporate Director, Compliance and Corporate Secretariat.


RESPONSIBILITIES

Corporate governance and legal matters

· Assist the Corporate Secretary in all corporate governance activities of Kruger Inc. and its subsidiaries.
· Prepare, organize, and maintain corporate records (resolutions, minutes, registers, certificates, and other corporate documentation).
· Participate in the preparation, coordination, and follow-up of meetings of the Board of Directors, its committees and shareholders’ meetings (notices of meeting, documentation, agendas, resolutions, and filing).
· Contribute to the drafting, review and updating of minutes, resolutions, and corporate documents, under the supervision of the Corporate Secretary.
· Prepare routine corporate documentation relating to directors, officers, shareholders, and banking information, under supervision.
· Ensure the accuracy, completeness and integrity of corporate records and statutory filings.
· Complete required regulatory filings at the federal, provincial, and extraterritorial levels, as applicable.

Legal operations support

· Support the legal department in the day-to-day management of files and special projects, including corporate reorganizations, internal procedures, templates, and policies.
· Organize, prioritize, and monitor legal files and internal requests.
· Collaborate with various departments to gather the information required to process legal matters.
· Act as a liaison between the legal department and business units.

Intellectual property

· Provide administrative follow-up for intellectual property matters.
· Coordinate document transmission and ensure adherence to timelines with external counsel, as required.

Corporate records and administrative management

· Manage legal invoices, monitor budgets, and prepare documentation required for approval.
· Maintain a high volume of documentation with accuracy, structure, and confidentiality.
· Prepare and maintain checklists, templates, databases, and internal tracking tools.
· Perform various administrative tasks required for the effective operation of the legal department.

Other responsibilities

· Participate in ad hoc mandates and special projects, based on the needs of the legal department.
· Work collaboratively with internal teams and act as an engaged and flexible team member.
· Comply with and apply internal policies, including environmental policies and policies related to occupational health and safety.



QUALIFICATIONS

· College diploma (DEC) in paralegal technology or a related field.
· Minimum of fifteen years of relevant experience in a law firm or corporate environment.
· Excellent organizational and document management skills, with strong attention to detail and confidentiality.
· Ability to work independently and exercise sound professional judgment.
· Strong interpersonal and communication skills.
· Ability to interact with stakeholders at all levels of the organization.
· Ability to manage multiple priorities in a dynamic environment.


IMPORTANT NOTICE
All employees are required to carry out their duties in accordance with Kruger’s values and policies. They are responsible for complying with applicable legal, environmental, and corporate requirements and related procedures, and for reporting any incident or potential risk. Each employee is also responsible for taking the necessary measures to protect their own health and safety, as well as that of their colleagues, and for contributing to the identification and elimination of workplace hazards.
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