
 

 

 

 

 

 
 
 

Coordinator, 
Business and Legal Affairs 

 
The Business and Legal Affairs Group at Levity Entertainment is seeking an experienced Coordinator to 
provide Business & Legal Affairs support. The successful candidate will have prior experience in an 
administrative, business and/or a legal setting (preferably based in transactional matters), and will be 
self-motivated, a fast learner, and able to juggle multiple and diverse responsibilities with a strong 
emphasis on document/task organization and an unwavering attention to detail. This role will have 
heavy filing and contract management duties that require patience, diligence and significant work with 
cloud-based systems and filing software. He or she will report to the Senior Counsel and receive work 
assignments from various executives and staff.  
 
Salary range is currently anticipated to be $50-67,000 dependent upon experience, qualifications, and 
credentials. For the right person, there is room for growth within the department. An enthusiasm for 
starting a business/legal career in a fast paced, collegial environment will be essential. 
 
Responsibilities: 

 Increasing the operational efficiency and organization of shared drives, templates and 
electronic/paper filing systems 

 Handling all scanning and electronic filing of documents for business/legal affairs, as well as 
ensuring all folders and files are properly named, filed, formatted and uploaded 

 Keeping our network reps (Netflix, NBC, Food Network, etc.) apprised of project status and legal 
deliverables for each show presently in production & post-production 

 Tracking and sending legal deliverables to network reps to meet our company’s contractual 
requirements, spotting deliverables that may be rejected and problem-solving  for acceptance 

 Answering phones, scheduling meetings and maintaining attorney and department calendars 

 Creating new and updating existing legal forms, as well as managing various master tracking lists, 
such as a “talent offer and compensation” database, grid of standard contract clauses, and project 
trackers   

 Submitting expense reports and scrutinizing invoices from outside counsel  

 Reviewing and creating version comparisons and typing revisions of redlined agreements 

 Managing the flow of all legal requests coming into business/legal affairs, updating status changes 
on master spreadsheets, and informing other internal departments (e.g., development, corporate, 
marketing, live venues) of status and turnaround times  

 Monitoring the business and legal affairs email account for legal notices, also conduct periodic 
cleaning and archival of the emails/documents  

 Drafting legal correspondence, reviewing contracts and summarizing legal terms 

 Serve as the primary contact for distributing, coordinating, receiving, and uploading agreements for 
signature (primarily via Docu-Sign) 

 Maintaining flexibility and openness to take on additional projects as necessary or assigned 



 

 

 
Qualifications: 

 At least 2 years of related work experience in an administrative, business and/or legal affairs setting 

 Exceptional attention to detail with the ability to take direction from different executives, as well as, 
multi-task and prioritize 

 Strong project management, time management, and long-term planning skills. 

 Ability to communicate effectively through demonstrated strong written and verbal skills. 

 Proven ability to handle confidential information and interface with all levels of management 

 Tech Savvy with demonstrated mastery of MS Office (Excel, Word, SharePoint and Outlook) and 
cloud-based systems 

 

Address resumes and cover letters to: 

Kimberlina N.McKinney, kmckinney@levitylive.com  

 

Cover letters are optional, but strongly recommended to demonstrate your written communication skills 

and attention to detail 
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