ASSOCIATE GENERAL COUNSEL

JC: LF100 BU: 95 (NR)
PB: 13 Created: June 1987
FLSA: Exempt Revised: April 2019

Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class.
Specifications are not intended to reflect all duties performed within the job.

DEFINITION

Under general direction, directs and manages the operations and activities of the District’s General
Counsel's Office including preparation of legal opinions, research support, representation in legal actions,
document preparation and related legal services; and provides highly complex support to the General
Counsel; performs related duties as assigned.

CLASS CHARACTERISTICS

This chief officer level classification manages, through subordinate managers and supervisors, all
functions for the District’s Office of the General Counsel and is accountable for accomplishing division goals
and objectives and for furthering District goals and objectives within general policy guidelines. Positions at
this level provide direction to line operations of subordinate staff responsible for delivery of services and
ensuring implementation of programs, policies and standard operating procedures to improve service quality,
review and oversight of the performance of the function areas with the various departments This
classification is distinguished from the General Counsel in the latter manages District legal activities,
whether performed by in-house staff or outside counsel with the exception of certain personal injury and
worker's compensation matters and include personally handling sensitive and complex legal matters and
rendering advice and opinions to the Board and others, and is accountable for accomplishing
departmental goals and objectives and for furthering District goals and objectives within general policy
guidelines.

REPORTS TO:
General Counsel or designee.
EXAMPLES OF DUTIES — Duties may include, but are not limited to, the following:
1. directs and manages the operations and activities of the District’s General Counsel's Office including
preparation of legal opinions, research support, representation in legal actions, document
preparation and related legal services; provides direction to staff attorneys regarding assignments

and ensure quality of written product.

2. Manages outside counsel and provides ongoing advice to labor relations regarding contract and
arbitration issues.
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10.

11.

12.

13.

14.

15.

16.

17.

Assists and participates in the development and implementation of goals, objectives, policies and
priorities for the General Counsel's office; recommends and administers policies and procedures.

Directs legal representation for program areas; handles the most complex legal matters related to
District operations; oversees and assists in the preparation of legal documents for cases subject
to litigation.

Provides advice to Human resources regarding employee issues.

Researches and prepares legal opinions for the Board of Directors, General Manager, executive
managers, committees and other District staff, as appropriate.

Participates in, and directs the handling of, District cases involving Federal and State authorities or
labor arbitration.

Advises on contractual matters, procurements, construction contracts, federal grants, professional
service agreements and other related disputes prior to litigation.

Coordinates activities of outside legal counsel and legal specialists engaged by the District for
specialized legal services; analyzes costs.

Oversees and directs litigation in a variety of areas; directs the preparation of litigation documents
including pleadings, briefs, motions and responses; the District in judicial proceedings.

Monitors developments and legislation related to assigned areas of responsibility; evaluates
impact upon District operations; recommends and implements policy and procedural
improvements.

Participates in the selection, training, motivation and evaluation of assigned personnel;
provides or coordinates staff training; works with employees to correct deficiencies; implements
discipline and termination procedures.

Participates in the development and administration of the General Counsel's office budget;
participates in the forecast of funds needed for staffing, equipment, materials and supplies;

monitors and approves expenditures; implements adjustments.

Serves as the liaison for the General Counsel's Office with other divisions, departments and
outside agencies; negotiates and resolves sensitive and controversial issues.

Serves as staff on a variety of commissions and committees; prepares and presents staff reports
and other necessary correspondence.

Attends and participates in professional group meetings; stays abreast of new trends and
innovations in the legal field.

Responds to and resolves difficult and sensitive citizen inquiries and complaints.
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18. Assumes management responsibility for assigned services and activities of the General Counsel's
Office in the absence of the General Counsel.

19. Advises the Board of Directors on Board Appointed Officers Compensation, Benefits and Contracts.

QUALIFICATIONS

Knowledge of:
- Employment Law
- District policies and procedures
- Board of Director policies, procedures and rules
- Operational characteristics, services and activities of comprehensive public agency legal services
program
- State and Federal statutory, case, administrative and constitutional law
- Principles of contract, labor, constitutional, and administrative law
- Rules of evidence for trials and administrative hearings
- State and Federal court rules, regulations, policies and procedures
- Principles, materials and methods of legal research
- Legal precedents and court decisions impacting District operations
- Statutes and codes applicable to various proceedings
- Principles and practices of program development and administration
- Principles and practices of budget preparation and administration
- Related Federal, State and local laws, codes and regulations

Skill/Ability in:

- Participating in the management of a comprehensive legal services program

- Selecting, supervising, training and evaluating staff

- Participating in the development and administration of goals, objectives and procedures

- Researching, analyzing and applying legal principles, facts, evidence and precedents

- Providing legal advice and counsel

- Preparing complex documents including ordinances, resolutions, statutes and contracts

- Preparing, presenting and conducting trials and legal appeals

- Presenting legal statements and arguments clearly and logically in both written and oral form

- Using a wide variety of legal research methods. Preparing and administering large program budgets

- Preparing clear and concise administrative and financial reports

- Analyzing problems, identifying alternative solutions, project consequences of proposed actions and
implement recommendations in support of goals

- Researching, analyzing and evaluating new service delivery methods and techniques

- Communicating clearly and concisely, both orally and in writing

- Establishing and maintaining effective working relationships with those contacted in the course of
work

MINIMUM QUALIFICATIONS

Education:
Bachelor’s degree in criminology, sociology or related field from an accredited college or university. Juris
Doctorate required.
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Experience:
Nine (9) years of (full-time) professional verifiable experience in public sector legal experience or related
experience which must include at least two (2) years of management experience.

License or Certificate:
Active membership in the California State Bar.

WORKING CONDITIONS

Environmental Conditions:
Office environment; exposure to computer screens.

Physical Conditions:
May require maintaining physical condition necessary for walking, standing or sitting for prolonged
periods of time.

BART EEO-1 Job Group: 0500 — Executives/Managers
Census Code: 2100 - Lawyers, Judges, Judicial Workers
Safety Sensitive: No



