COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  STAFF ATTORNEY MANAGER/ASSISTANT GENERAL COUNSEL

	TITLE CODE:  9827
	GROUP:  LAW

	SELECTION METHOD:  100% QUAL                REV. 03-03

NO. TEST QUESTIONS:  

SELECTION ID:  6203                          EXAM NO.:  
	SALARY:  (MIN-MID)  $4300.08 - $5696.60
GRADE:  18

SPECIAL ENTRANCE RATE:  No

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  VARIES

	PRIMARY USER AGENCY:  ALL AGENCIES MAY USE THIS CLASS

	

	CHARACTERISTICS OF THE CLASS:  CHARACTERISTICS OF A CLASS ARE GENERAL STATEMENTS INDICATING THE LEVEL OF RESPONSIBILITY AND DISCRETION OF POSITIONS IN THAT JOB CLASSIFICATION.

	Manages the work of supervisors, attorneys and non-attorney staff in a major legal function.  Provides legal services of a varied and complex nature; and performs other duties as required.



	MINIMUM REQUIREMENTS:  MINIMUM REQUIREMENTS ARE COMPREHENSIVE STATEMENTS OF THE MINIMUM BACKGROUND AS TO EDUCATION, EXPERIENCE, AND OTHER QUALIFICATIONS WHICH WILL BE REQUIRED IN ALL CASES AS EVIDENCE OF AN APPOINTEE'S ABILITY TO PERFORM THE WORK PROPERLY.

	EDUCATION:  See Special Requirements.

	

	EXPERIENCE:  Must have five years experience in the practice of law.

	

	SUBSTITUTION CLAUSE:  

	

	EDUCATION:  A Master of Law degree will substitute for one year of the required experience.

	

	EXPERIENCE:  None

	

	SPECIAL REQUIREMENTS:  (AGE, LICENSURE, REGULATION, ETC.) 

Must be licensed to practice law in the Commonwealth of Kentucky or comply with SCR 2.111 Limited certification of admission to practice or SCR 2.112 Attorney participants in defender or legal services programs.


POST EMPLOYMENT REQUIREMENTS:  EMPLOYEES IN THIS CLASS WILL BE REQUIRED TO OBTAIN CREDENTIALS OUTLINED BELOW WITHIN A REASONABLE TIME, OR IF EMPLOYEES POSSESS SUCH CREDENTIALS AT THE TIME OF HIRE THEY WILL BE REQUIRED TO MAINTAIN THOSE CREDENTIALS SO LONG AS THEY ARE EMPLOYED IN THIS CAPACITY.  IT IS THE RESPONSIBILITY OF THE EMPLOYING AGENCY TO VERIFY THE ATTAINMENT AND/OR MAINTENANCE OF THESE CREDENTIALS, TO REMOVE FROM THIS CLASS ANY EMPLOYEE WHO DOES NOT ATTAIN OR MAINTAIN THESE CREDENTIALS, AND TO ASSURE THAT ANY EMPLOYEE WHO PERFORMS THESE FUNCTIONS, WITHOUT REGARD TO THE CLASS THEY ARE IN, HAVE THE APPROPRIATE CREDENTIALS.
Must maintain current license to practice law in the Commonwealth of Kentucky or continue to comply with SCR 2.111 Limited certification of admission to practice or SCR 2.112 Attorney participants in defender or legal services programs for the length of employment in this classification.
	EXAMPLES OF DUTIES OR RESPONSIBILITIES OF THE CLASSIFICATION:  EXAMPLES OF DUTIES OR RESPONSIBILITIES ARE NOT TO BE CONSTRUED AS DESCRIBING WHAT THE DUTIES OR RESPONSIBILITIES OF ANY POSITION SHALL BE AND ARE NOT TO BE CONSTRUED AS LIMITING THE APPOINTING AUTHORITY'S ABILITY TO ADD TO, OR OTHERWISE ALTER THE DUTIES AND RESPONSIBILITIES OF A POSITION.  THE USE OF AN INDIVIDUAL EXPRESSION OR ILLUSTRATION AS TO DUTIES OR RESPONSIBILITIES SHALL NOT BE REGARDED AS EXCLUDING ASSIGNMENT OF OTHERS NOT MENTIONED WHICH ARE OF SIMILAR KIND OR QUALITY.


Manages and coordinates the work of designated supervisors, attorneys and non-attorney staff.  Handles complaints and grievances of designated supervisors, attorneys and non-attorney staff.  Performs specialized legal services relating to one or more specific areas of the law.  Prepares, tries and argues complex cases (including capital cases) before state and federal courts and administrative forums.  Drafts and reviews proposed legislation to be introduced to the state legislature and reviews and comments on proposed legislation as directed.  Writes articles for legal publications.  Develops and participates in training programs.  Serves on inter- and intra-agency committees as assigned.  Conducts administrative hearings on behalf of the agency and prepares appropriate recommended orders.  Reviews the work of attorneys in making recommendations to the agency's chief legal officer or designee on legal policy matters.  Coordinates legal work performed by contract attorneys.  Approves settlement of legal actions, consistent with agency procedures.  Reviews and approves contracts, official orders and other documents for form and legality.  Represents the agency head and/or advises agencies during meetings of various state boards, commissions or similar entities.  Reviews and makes recommendations on agreements and other actions by an agency.  Drafts and reviews proposed administrative regulations.  Prepares legal opinions.  Recommends policy and procedures to conform with applicable laws and regulations.  Provides legal advice to agency personnel.

	TYPICAL WORKING CONDITIONS AND UNIQUE PHYSICAL REQUIREMENTS:  INCUMBENTS IN THIS CLASSIFICATION WILL TYPICALLY PERFORM THEIR PRIMARY JOB DUTIES UNDER THESE CONDITIONS, HOWEVER, THESE CONDITIONS MAY CHANGE ON OCCASION IN PERFORMING THE DUTIES OF AN INDIVIDUAL POSITION.


Duties are performed primarily in both office and courtroom settings.  Travel is required.

	ADDITIONAL REQUIREMENTS:  


Applicants and employees in this classification may be required to submit to a drug screening test and background check.  

	DATE CLASS ESTABLISHED:  06/16/1982
	DATE OF LAST REVISION:  02/24/2006

	THE COMMONWEALTH OF KENTUCKY DOES NOT DISCRIMINATE ON THE BASIS OF RACE, COLOR, RELIGION, NATIONAL ORIGIN, SEX, AGE, DISABILITY, OR VETERAN STATUS IN EMPLOYMENT OR OTHER PROVISION OF SERVICES.  REASONABLE ACCOMMODATIONS ARE PROVIDED UPON REQUEST.


