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Company Name: 
Citi
3800 Citibank Center, Tampa, FL 33610
**Requisition ID: ***15037256*
This position requires the handling of sensitive information with professionalism and integrity. As part of our dynamic environment and team, you will feel a strong sense of accomplishment as you develop your technical, interpersonal and administrative skills, as well as see your efforts contribute to meeting the needs of our clients. Our supportive, team-oriented approach will motivate you to do your best while also helping others.
Excellence
Candidates must have the ability to handle challenging and diverse work that fosters continuous development of your legal research, technical solutions and administrative skills.
*The opportunity to provide advanced level support in Microsoft Word, Excel, PowerPoint, and Access
*The preparation of PowerPoint presentations and other written documentation/communication
*Develop a strong understanding of the line of business you support
*Ability to navigate a variety of computer systems and databases
*Review legal database information and identify inconsistencies
*Perform research and related tasks
*Manage the Unit's Continuity of Business plans
*Seek and participate in key learning and development opportunities available internally
People
*Build strong relationships internally and collaborate effectively on cross-functional teams
*Demonstrate natural ease and effectiveness when dealing with clients/colleagues at all levels
*Embrace the opportunity to work in a supportive, team-oriented environment that motivates people to do their best
· Support manager's VOE projects
· Plan events and volunteer activities
· Support LMC members and their team's Continuing Legal Education collection and reporting
· Assist management with confidential and sensitive documents
· Coordinate office management activities
· Display good judgment; determine matters of top priority and handle accordingly
· Support all aspect of growing the Tampa Legal site (including recruiting coordination (work with HR on scheduling candidates), new hire onboarding (ordering required equipment), seat tracking (ensure new hires record their location and contact information in the global directory), etc.)
Financial
*Ability to assist managers with preparing project-tracking reports
*Review employee expense reimbursements submissions
*Process invoices for payment
*Track NA Legal teams memberships and subscriptions, contributions
*Researching billing and expense discrepancies
*2 to 3 years' experience in a corporate professional services environment
*Experience providing administrative support to multiple parties simultaneously a plus
*Bachelor's degree a plus
*Strong organizational skills, with proven experience prioritizing work and assisting manager with multiple projects at one time
*Ability to take full ownership of assignments and produce high-quality work
*Flexibility: able to adapt to different people and work assignments
*A strong focus on detail and accuracy of work
*Strong aptitude for learning internal legal systems, databases and reporting tool (currently Business Objects)
*Strong interpersonal and project/time management skills
*Ability to communicate openly and effectively both verbally and in writing
*Advanced working knowledge of Microsoft Word, Excel, PowerPoint and Access; Microsoft certification a plus
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