
 

West Hill Technology Counsel is an equal employment opportunity employer.  

Trademark and Business Law Paralegal  

Summary: 
Amazing opportunity to work in a forward-thinking, innovative, and inclusive environment. The successful 
candidate will be highly driven and able to work proactively and independently. This is a challenging role 
for an experienced paralegal with a desire to learn and apply cutting-edge technology. 
 

This role has the option for a hybrid work schedule (3 days of onsite preferred), flexible hours, and part-
time or full-time hours. We offer a compensation structure commensurate with experience, health 
insurance, 401k Plan, and bonus potential. We foster a collaborative and enthusiastic work environment 
with a team fully committed to the firm Vision and Mission. Please visit our website at www.westhill.law 
to learn more about West Hill! 
 

Job Responsibilities: 
• Manage and coordinate with attorneys regarding all phases of domestic and foreign trademark 

applications.  
• Day-to-day responsibility for all trademark and copyright correspondence, intake, and file 

management.  
• Monitor trademark portfolios and maintain docketing systems for deadlines, renewals, 

oppositions, and office action responses. 
• Directly communicate with the USPTO and foreign counsel regarding trademark applications. 
• Assist with client communications. 
• Provide administrative support for ad hoc projects. 
• Assist as needed with client corporate filings. This includes proactive communication with Firm 

clients and maintaining accurate client records. 
• Assist as needed with client contract management.  

 

Required Knowledge and Skills: 
• Demonstrated proficiency in Microsoft Office applications with specific expertise in Excel. 
• High adaptability, organization, attention to detail, and time management skills. 
• Highest level of professionalism, integrity, and confidentiality with client and Firm matters.  
• Effective listening skills and the ability to draft clear, concise written communications. 
• Demonstrated ability to quickly master software and new software and AI applications.  
• Experience using generative and agentic AI tools to facilitate productivity. 
• Creative thinking and high team orientation. 

Education and Professional Experience: 
• Bachelor’s degree.  
• Paralegal certificate from an accredited program preferred. 
• Prior law firm experience preferred.  
• Understanding of U.S. trademark and related USPTO procedures preferred. 

Applicants must be authorized to work in the United States without current or future sponsorship. 

https://westhill.law/about-us/our-story/
http://www.westhill.law/

