
 
 
Paralegal/Executive Assistant 
  
Norbert Dentressangle (formerly Jacobson Companies), a global leader in Third Party Logistics, has an immediate 
opening for a Paralegal/Executive Assistant.  Our Clive, IA office is conveniently located near restaurants, shopping, 
greenbelt walking & biking trails, local fitness centers, and is a very easy commute.   
 
This position involves day to day coordination and interaction with the Chief Legal Officer and Associate General 
Counsel and other Executives and will interact well in a fast-paced, confidential corporate atmosphere with a 
global reach. 
 
Duties: 
 

 Ability to operate in a confidential, fast-paced and demanding environment 

 Ability to communicate with internal customers, government agencies and officials, executives and 
various other parties 

 Ability to establish, organize and maintain administrative and legal hard copy and electronic files 

 Prepare correspondence, mailings, scanning, copying and other administrative duties as required  

 Conduct factual and legal research and summarize and assemble evidence and data  

 Handles travel and expense reports 

 Ability to work independently and adept at managing and completing several simultaneous projects in a 
team oriented environment 

 Ability to organize and prioritize numerous tasks and complete under time constraints with great 
attention to detail 

 Flexible attitude with respect to work assignments and new learning 

 Assists with special projects as needed 

 Proactively seeks out and takes ownership of tasks 
 
Requirements: 
 

 Undergraduate degree and/or paralegal certificate or equivalent work experience 

 Demonstrated analytical ability 

 Excellent organizational skills 

 Strong, professional and confidential oral and written communication skills 

 Ability to handle multiple tasks and directions 

 Demonstrate a professional and confidential communication style 

 Demonstrate ability to handle multiple tasks and directions  

 Strong computer skills  

 Familiarity with Concur a plus 

 Minimum 5 years of related work experience.   
 

Norbert Dentressangle offers a competitive wage and comprehensive benefits package to include medical, dental, 
vision, 401(k), paid time off, a business casual environment and free parking.  Pre-employment drug screen 
required.   


