
 

 

 
 

Job Posting 
 

Location: Kirkland, WA  

 

Job title: Paralegal/Legal Assistant 

 

Reports To: EVP - Legal 

Type of Position: 
Full-time, Exempt 

Salary: 
Salary, DOE 

Posting Period: 
Until filled 

Purpose of Position: 
The successful candidate will have strong analytical skills, stellar organizational skills, and the desire and 
ability to take the initiative, solve problems and collaborate effectively across departments to move 
projects forward.  We seek someone who thrives in an environment of rapid change and easily handles 
shifting priorities.  Someone who enjoys being part of a team, but also works independently with minimal 
supervision.  Who has the confidence to make independent decisions and the judgment to know when to 
seek guidance or input from others. 
 
Your principal role will be to support our construction and installation teams as they expand our fiber footprint 
and install services to major business customers by ensuring that when they are ready to start construction and 
installation work, all necessary legal rights have been obtained and are in place, including business licenses, 
Right-of-Way franchises and/or use permits, easements, licenses, utility pole attachment agreements, and any 
other necessary approvals or authorizations.  You will coordinate cross-functionally with members of our 
construction, installation and business services teams to stay informed regarding their planned projects and 
shifting priorities.  You may need to create or help develop and maintain systems, methods or processes for 
organizing and tracking the anticipated projects, anticipated construction timelines and the locations of same in 
order to appropriately prioritize your work and help keep everyone in-sync and organized. 

Primary Responsibilities: 
 Coordinate with project managers from multiple groups to help everyone stay informed about planned 

construction routes, identify needed legal approvals, and develop and execute on a strategy for obtaining 
same. 

 Assist company in complying with regulatory reporting obligations. 
 Assist in the application for new and renewed (i) Right-of-Way franchises and use permits, (ii) utility pole 

attachment agreements, (iii) license agreements to use real property, and (iv) construction contracts and 
sub-contracts.  Organize, track and manage progress of these agreements and monitor compliance issues. 

 You may work with other legal documents such as easements, commercial leases, non-disclosure 
agreements, professional services agreements, consulting agreements and other commercial contracts, all 
under supervision of our in-house attorneys.   

 Regularly interface with our insurance carrier regarding policies and claims.  Work with field personnel to 
investigate minor claims, disputes and demands and document the resolution of same. 

 Receive, review and respond to formal customer complaints received from (i) the Federal Communications 
Commission, (ii) Attorney General Offices of WA, OR and/or CA, (iii) the Better Business Bureau, and (iv) the 
State Utility Commissions for WA, OR and/or CA.   

 Work with client groups and law enforcement in responding to subpoenas 
 Identify the need for, assist with, or take ownership of any other types of projects that arise. 



Qualifications: 
 Excellent interpersonal skills and the ability to work collaboratively in a team environment with internal and 

external contacts at all levels and in all facets of the organization are essential. 
 Ability to take the initiative, act independently, identify and solve problems, make suggestions, take 

ownership of projects and follow through are essential. 
 Must be a reliable, conscientious and adaptable team player, willing to help out wherever and however 

needed. 
 Must be comfortable in a fast paced, casual environment. 
 A positive attitude and a sense of humor are essential. 
 Must have a firm commitment to providing excellent customer service.  
 Must manage highly confidential information with professionalism and unquestionable integrity. 
 Working knowledge of basic legal and business principles and terminology helpful. 
 Familiarity with one or more of the following helpful:  real estate development, construction, commercial 

leasing, title review, construction permitting, land use permitting, utility operations, regulatory filings 
and/or telecommunications operations. 

 Experience drafting and/or reviewing legal contract documents a plus.   
 We will happily train someone with less or different experience if the individual is a cultural fit and is 

comfortable with a steep learning curve. 
 Bachelor’s Degree or Paralegal Certification required. 

Diverse Workforce / EEO: 
Wave Division Holdings (WDH) recognizes and strongly supports the benefits of a diverse workforce, and strives 
to provide a culture that recognizes the unique contributions of each of our employees. WDH requires a drug 
test, background check, employment, and education verification as conditions of employment. WDH is an equal 
opportunity employer and will consider all qualified candidates regardless of race, color, religion, national 
origin, gender, age, marital status, veteran status, and the presence of a non-job related handicap or disability, 
or any other legally protected status. 

To Apply: Interested candidates may send cover letter and resume to hrmgr@wavebroadband.com (please 
include job title and location of position in your email) 
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