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Job Title Manager Legal 

Department Legal Location Islamabad 

Reports to Hospital Director 

 

1. Responsibilities: 

1.1. Overall:  

 Ensuring compliance with the legal framework applicable to the organization. 

 Liaise with the management on material legal and commercial matters as per organizational 

policies. 

 Handle day to day legal and where required commercial matters as per applicable statutory 

regulations to safeguard the interest of the organization. 

 Identifying legal risk/exposures and instances of non-compliance and proposing course of 

action to mitigate the risk and ensure compliance. 

1.2. Contracts: 

 Negotiating, Drafting and Finalizing of contracts with Vendors, Suppliers, Banks and Other 

institutions/organizations. 

 Carrying out Renewal, Termination and Amendments of Contracts. 

 Undertaking communication such as Notices and in pursuance of the Contracts. 

 Coordination with respective divisions of the Organization to finalize the commercial 

understandings with respect to contracts. 

 Liaise with Procurement and Finance Departments on all material legal Contracts and matters. 

 Liaise with External Counsel on case-to-case basis for matters such as enforcement of 

Contracts. 
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1.3. Statutory Compliance: 

 Preparation of Documents and Forms for legal compliance. 

 Coordination with respective divisions of the Organization such as Finance, Procurement, 

Human Resource etc. to assist legal compliance. 

 Compliance for ensuring the various activities undertaken by the organization is well within 

the ambit of legal and regulatory framework, etc. 

 Replying to Notices from various authorities and ensuring authorized representation where 

applicable. 

1.4. Litigation: 

 Managing litigation cases involving the Organisation including monitoring timelines, 

preparation and maintenance/updating of case files and keeping record/evidence for cases. 

 Liaise for engaging external counsel to handle the litigation cases. 

 Brief and support to external counsel on the facts and evidence of cases. 

 Communicating within the Organisation court orders and recommending course of action for 

implementation. 

1.5. Other: 

 To support Human Resource Department on employee related/ labor laws and misc. matters. 

 To support administration departments for effective and smooth handling of day-to-day affairs 

and to review all commercial terms negotiated with the Vendors and recommend for final 

approvals. 

 To apprise the legal implications and analysis of specific matters referred by any division of 

the Organization. 

 Ensure that the transactions are in accordance with the legal framework and policy(ies) of the 

Organisation.   
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2. Skills: 

 Have a deep understanding of laws and regulations related to various types of contracts. 

 Deep and broad knowledge and experience of Legal function of an organization. 

 Understanding of regulatory requirements and/or changes in the health industry and public 

sector organizations . 

 Strong negotiation, analytical, & interpersonal skills. 

 Managing and leading people. 

 Proactive in resolving issues 

 Have excellent written and spoken communications including legal drafting. 

 Ability to make effective legal representation. 

 Managing work and time without compromising quality of work. 

 Sound judgment and ability to analyses situations and information 

 Ability to interact and work with multidisciplinary teams 

 Able to handle the assigned affairs independently and delegate further effectively 

3. Experience and Qualification: 

 At least 07 years of experience in a Legal function or practice. 

 A minimum of a Bachelor’s degree in Law (LLB.) from a university recognized by Higher 

Education Commission. Master’s Degree in law will be preferred. 

 Enrolment as an Advocate with a Bar Council and license of High court is essential. 

 Proven ability to demonstrate strong Leadership skills and independent decision making. 

 Goal-oriented & ready to accept greater responsibilities. 

 Have the experience and competence to be able to perform his duties with a reasonable 

degree of empowerment. 

 

 

Deadline to Apply is 31st January 2022. 


