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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #
	JD00660

	Pay Grade:
	7

	Title:
	Intellectual Property Administrator

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	The Intellectual Property Administrator is responsible for providing timely and professional support as it pertains to the administration of the intellectual property portfolio.  Provides administrative and legal assistance with respect to patents, copyright, trademarks and licensing of intellectual property.

	Purpose and Key Functions:
	· Organize, manage and control all patents, trademarks, and copyright files including the tracking of all upcoming action dates.

· Manage all aspects of intellectual property licenses and patents.

· Complete detailed analyses of costs associated with patent prosecution activities.

· Develop methods to extract data from departmental databases in response to outside queries.

· Provide expense projections for budgetary purposes.

· Negotiate license agreements with external parties.

· Provide assistance with the preparation and submission of required electronic filings to various external agencies.

· Review documents for compliance with applicable laws regarding trademark and patent requirements.

· Maintain the intellectual property financial administration system including reviewing and processing of intellectual property related invoices.

· Enter data into databases and generate scheduled and ad hoc reports.

· Correspond with external patent agents and intellectual property counsel.

· Provide advice and support to staff as it relates to intellectual property protection and institutional intellectual property policies.

· Act as a Certified Notary Public for the University.

· Write detailed reports and letters on complex international patent prosecution activities.

· Write detailed instructions to external patent counsels.

· Write assignment agreements and other types of legal contracts.

· Write a variety of documents including, but not limited to, correspondence, letters, and meeting minutes.

· Prepare official government forms for patent and trademark applications that are in compliance with legal regulations.

· Remain current with changes to intellectual property policies, legislation, and procedures.

	Requirements:
	Bachelor’s degree in a relevant field of study.

Requires 3 years of relevant experience.

	Assets:
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	Additional Information:
	     


