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Company: American International University, Kuwait

Location: Jahra

Category: other-general

Coordinate with AIU attorneys inproviding information and necessary documentation for

ongoinglitigations.

Assist in preparing pre-trialdocuments.

Assist various universitydepartments in reviewing low-impact service contracts

beforesigning to protect AIU interests.

Ensure allcontracts' clauses are being adhered to by externalparties.

Perform legal research, includingstatutory and case law, draft forms, research

memoranda, proposedrules, orders, and other documents.

Workclosely with the HR team to keep them abreast of Kuwait'sLabor Law.

Document interpretation andtranslation.

Performs administrative dutiesrelated to the operations of the university and other

similar orrelated duties which may not be specifically included within thisposition

description but are consistent with the general level ofthe job and the

responsibilities described asrequested.

Maintains dossiers on all active andinactive cases for the university both on SharePoint and

in hardfiles.
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