
 
 

   

 

 
THE COMPANY: 
At City Wide, we help manage janitorial services and 20+ additional services with more than 100 
franchise locations across the United States and Canada. We offer one point of contact that helps 
save its Clients time and solve their problems and ensure they receive professional 
communication and project management through every stage of the experience.  
 
Why Work at City Wide? 
We have a different idea about what our jobs mean to us. To put it simply, we believe our jobs are 
changing lives because we’re helping people, rather than just peddling another service. Our 
mission is to create a Ripple Effect by positively impacting the people and communities we serve. 
Our vision is to be the first choice for franchise owners, employees, clients, independent 
contractors and vendors. Our core values are Community, Accountability and Professionalism.  
 
What’s Great About Working at City Wide 

• Work in a fast-paced, growing organization 
• Collaborate alongside the Management team and franchisees of the City Wide 
• See how your job directly impacts the company and it communities 
• Build positive relationships in our strong company culture 

 
THE OPPORTUNITY: 
The Corporate Paralegal is responsible for providing a full range of legal and compliance to the 
Legal Department, serving all City Wide Franchise and JBO entities. This position reports to City 
Wide’s General Counsel.  
 

• Conduct legal research as assigned, utilizing prescribed legal resources, adhering to 
assigned timelines (including Franchisor, national business compliance, and general 
business legal compliance). 

• Prepare and review legal documents related to the company's operations; assist with 
contract drafts working with General Counsel and various department SME/leader. 

• Maintain City Wide corporate records and manage legal compliance: 
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o Update/maintain current and available territory maps, with related zip code 
data, population and building counts for CWFS; 

o Maintain Certificates of Insurance (COI) for the franchisees in online files and 
CRM; obtain current COI’s annually to ensure compliance with franchise 
requirements; 

o Retain/update franchise document filing system; ensuring that records are 
maintained with accuracy and within full legal compliance. 

o Other compliance records as assigned by City Wide and JBO entities. 
• Prepare franchise agreements, maintaining compliance with franchise laws. 
• Conduct due diligence activities on potential franchisees, in compliance with US and 

Canadian legal requirements. 
• Develop, maintain and administer the City Wide process for legal support: contract 

administration, document retention, litigation holds, and managing franchise 
registrations & filings. 

• Utilize and manage multiple projects via Asana to manage projects, timelines, etc.  
• Maintain and protect the confidentiality of all information handled within the Legal 

Department. 
• Other duties as assigned. 

 
POSITION REQUIREMENTS: 

• Bachelor’s degree in paralegal studies or a related field of study. 
• 5+ years’ experience as and in house corporate paralegal role with law firm.  
• Franchise experience, whether in a law firm or in house for a franchisor, is a strong plus. 
• Strong understanding of contract law and commercial transactions. 
• Excellent legal research (West Law Data Base / Practical Law) and writing skills. 
• Detailed knowledge of franchise laws and regulations a plus. 
• Highly organized & detail oriented with the ability to work in a fast-paced environment. 
• Prior preparation of reports, business presentations and data entry required. 
• Must have excellent organizational habits, be very detail oriented, and take great pride in 

work product 
• Ability to work with highly confidential information. 
• High proficiency in Microsoft office suite, including PowerPoint.  

 
WORKING CONDITIONS (OPTIONAL, INCLUDE AS IT RELATES TO EACH POSITION): 

• Physical Demands. Requires the ability to lift and carry up to 10 pounds for short 
distances, stoop, bend, kneel, walk constant sitting. 

• Environment. This job operates in an office environment. This role routinely uses 
standard office equipment (e.g. computers, fax machine). 

 
The company has reviewed this job description to ensure that essential functions and basic 
duties have been included. It is intended to provide guidelines for job expectations and the 
employee's ability to perform the position described. It is not intended to be construed as an 
exhaustive list of all functions, responsibilities, skills and abilities. Additional functions and 
requirements may be assigned by supervisors as deemed appropriate. This document does not 
represent a contract of employment, and the company reserves the right to change this job 



 
 

   

 

description and/or assign tasks for the employee to perform, as the company may deem 
appropriate. 
 

Please send resume or referrals to: 

 

CELEBRATING 40 YEARS IN EXECUTIVE SEARCH 
5200 W 94TH TERR., SUITE 202, PRAIRIE VILLAGE, KS  66207 

PHONE: (913) 341-7655    
Blaken@cornerstone-kc.com 

PROJECT:  25-02-1173 
CONSULTANTS TO MANAGEMENT IN EXECUTIVE SEARCH 

MORE THAN 1600 RETAINED SEARCHES COMPLETED 
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