
 

 

 

Career Opportunity 
 

Legal Officer 
 

Sameer Africa Plc, a leading provider of tyres and tyre solutions with offices across Kenya, has exciting opportunity for highly skilled and resourceful 
candidate with at least 3 years’ relevant experience to fill the above position. 
 

Main Purpose of the Role 
 

To offer legal and administrative support to the Legal department to achieve business objectives. 
 

Among others, key accountabilities will include: - 
 

 Executing the departmental strategy in line with the corporate strategy. 

 Providing administrative support to the department through drafting, filing and safe custody of board meeting minutes as per company 
policy. 

 Preparation of the quarterly departmental report for presentation to the company executive committee, ExCo.  

 Drawing Annual Returns for the group companies and ensure filing and payments at the registrar of companies for compliance. 

 Filling in statutory registers and ensuring execution as per company policy. 

 Ensure that company searches are done as requested and ensure payment for registration purposes. 

 Update records, organize and maintain legal registry and prepare briefs on active legal cases. 

 Providing legal administrative support by drawing legal opinions, drafting demand letters and all matters affecting the business to ensure 
smooth operations of the business. 

 Reviewing conveyance and commercial agreements and ensuring execution as per company objectives. 

 Facilitating the management of active litigation in liaison with the appointed advocates. 

 Managing, updating and renewal of Intellectual Property (Trademarks and Industrial Designs) while ensuring safe custody. 

 Monitoring changes in the legislative and regulatory environment with a view of compliance and adherence to codes, regulations, corporate 
policies and procedures as well as legal and statutory requirements and submit opinions to management for action. 

 Implementing and benchmarking best practices in law. 

 Implementing product & service quality, customer excellence and change initiatives to achieve desired business performance and culture. 
 

Knowledge, Skills and Experience 
 

 Bachelor’s Degree in Law 

 Diploma (Kenya School of Law) 

 Legal advisory 

 Contract management 

 Records Management 

 Analytical skills  

 Business acumen 

 Negotiation skills 

 Confidentiality  
 

Interested candidates should forward their application and detailed CV to the following address(on or before 21st May 2021) via e-mail: 
vacancies@sameerafrica.com 
Kindly indicate your telephone contacts, names and contacts of three referees, one of which should be a current or previous employer.  Interested 
candidates will also be required to indicate their current and expected remuneration. The position title should be clearly indicated as the subject of 
the application.  

                                                                              
                                                     A MEMBER OF THE SAMEER GROUP 
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