Legal Intern / Junior Legal Executive
(Fixed-Term Contract – 3 Months)
Location: Ayvens Insurance, Leopardstown, Dublin 18
Reporting To: Legal Advisor
Contract Duration: 3 Months Fixed-Term Contract
Company Background
Ayvens Insurance is part of the Ayvens group, a leading provider in mobility services worldwide with 3.3 million vehicles under management. Euro Insurances DAC (trading as Ayvens Insurance) offers fleet insurance solutions to Ayvens operating entities worldwide. The Ayvens brand was launched in 2023, following the merger of ALD and LeasePlan leasing groups to create a market leader in mobility. Ayvens Insurance incorporates legacy insurance books from the ALD and LeasePlan groups. Ayvens Insurance is part of the Societe Generale Group.
Role Overview
We are looking for a motivated legal intern to support the company legal advisor on contract review, contract administration, legal operations, governance activities, reporting requirements, and general legal matters. The successful candidate will assist with the review and update of existent contracts, reviewing commercial agreements, responding to simple queries, coordinating contract amendment projects, supporting Group legal initiatives, maintaining legal documentation, and providing day-to-day support to the legal team.
Key Responsibilities
Assist with preparation, review, execution and renewal of contracts and amendments.
Review standard commercial agreements using approved templates and guidance.
Respond to routine contract-related queries from internal stakeholders.
Support contract approval and signature processes.
Support coordination of contract amendment and remediation exercises.
Track contract status, stakeholder actions, and project deadlines.
Follow up with business teams and counterparties to ensure timely completion of updates.
Organize and maintain legal files, templates, and contract repositories.
Support implementation of Group Legal policies, standards, controls and requirements.
Assist with rollout of legal and contractual initiatives across the business.
Support periodic reporting activities required by Group Legal and senior management.
Provide general operational and administrative support to the legal team.
Assist with other legal, compliance and governance activities as required.
Qualifications & Experience
• Currently studying or recently completed a degree in Law
• Strong attention to detail and organizational skills.
• Excellent written and verbal communication skills.
• Microsoft Office skills.
• Previous legal, compliance, procurement, or administrative internship experience is an advantage.
Key Competencies
Contract Administration, Organization, Attention to Detail, Stakeholder Management, Project Coordination, Written Communication, Teamwork, Initiative and Willingness to Learn.
