Business Analyst Il

Title: Business Analyst Il w/ ediscovery experience
Job #: 8969

Job Site: Downtown Houston, TX

Salary: $35 - $40 an hour

Project Length: 12 months, may go longer

Enterprise Litigation is seeking an eDiscovery Specialist, this role relies on collecting, preserving and
analyzing various amounts of data. Qualified individuals must have a thorough understanding of the
EDRM process and the ability to manage and execute workflows and relationships with other team
members. Most importantly, the work must be completed accurately and timely. The right fit for this
position must be detailed oriented, flexible, and have the ability and desire to learn new technical
tools and procedures.

Responsibilities:

Perform eDiscovery technical work utilizing defined processes and tools.

Manage discovery for a varied docket of matters, including personal injury, environmental,
contractual disputes, and investigations

Ability to collaborate with the attorney and legal team in managing document collection, review
and production

Act as a liaison with business clients, outside counsel, third-party vendors, legal analysts and
eDiscovery Specialists to manage discovery

Handle appropriate application of Law Function tools, processes, Company policy and compliance
through matter management

Communicate with data custodians as necessary.

Organize and communicate workflow to team members.

Define solutions to exceptions that occur during the performance of technical work.

Utilize IT skills and experience to define potential solutions to technical exceptions.

Perform administrative tasks.

Accurately and timely report progress, schedule, and issues for technical work.

Accurately and timely document technical work.

Provide leadership and training on best practices and procedures.

Requirements:

3+ years hands-on eDiscovery experience

Ability to package and export deliverables for different review platforms
Able to work overtime as needed

Work both independently and in a team environment

Ability to manage multiple tasks

Strong analytical and verbal skills

Demonstrated analytical abilities and judgment

Strong oral and written communication skills

Strong organizational skills; self-starter; ability to meet competing deadlines
Experience with eDiscovery practices, process, and tools required

Strong knowledge with eDiscovery tools such as Ringtail and Relativity required



e Knowledge and understanding of Microsoft Office suite of tools including Word, Excel,
PowerPoint, and SharePoint required

e Perform eDiscovery technical work utilizing defined processes and tools. ® Manage discovery for a
varied docket of matters, including personal injury, environmental, contractual disputes, and
investigations

e Ability to collaborate with the attorney and legal team in managing document collection, review
and production

e Act as a liaison with business clients, outside counsel, third-party vendors, legal analysts and
eDiscovery Specialists to manage discovery

e Handle appropriate application of Law Function tools, processes, Company policy and compliance
through matter management

e Communicate with data custodians as necessary.

e Organize and communicate workflow to team members. ¢ Define solutions to exceptions that
occur during the performance of technical work. ¢ Utilize IT skills and experience to define
potential solutions to technical exceptions.

* Perform administrative tasks.

e Accurately and timely report progress, schedule, and issues for technical work.

e Accurately and timely document technical work.

e Provide leadership and training on best practices and procedures.

Email resume in Word format to (include job title and # in subject line):

Contact:
Veronica Reyes
Senior Recruiter
Strategic Staffing Solutions
333 Clay St., ste 4480
Houston, TX 77002
T:+1 (713) 276-1002
M: +1 (832) 890-9719
Email: VReyes@strategicstaff.com
LinkedIN: www.linkedIn.com/reyesv.com
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