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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

POSITION CLASSIFICATION - 0121
July 2001

POSITION TITLE:
General Counsel
REPORTS TO:

Superintendent

Objective: To direct the district’s legal operations. To protect the district’s legal interests and maintain its operations within the scope established by law. To advise and guide the Board of Education, Superintendent and administrators on legal matters.  To develop and implement a plan that will substantially improve the efficiency of the district’s legal operations.

Essential Functions:

1. Directs the district’s legal operations. Acts to protect the district’s legal interests and maintain its operations within the scope established by law.
2. Advises and guides the Board of Education, Superintendent and administrators on legal matters.

3. Serves, at the direction of the Superintendent, as the representative and/or liaison for the district with outside counsel, and other outside agencies.

4. Reviews and negotiates contracts, including leases, goods and services and personal service contracts.

5. Works closely with other district staff to assure the effective operation of the full central staff in support of the Superintendent and Board.

6. Establishes the financial and budgetary impact of legal actions on operational needs, goals and objectives.

7. Supervises a staff of subordinate attorneys.
8. Performs other related duties, including special projects, as required or requested.

9. Establishes and executes legal plans linked to the district’s strategic direction.

10. Plans, develops and implements the district’s legal plans, strategies, and programs.

11. Counsels administrators on labor negotiations and employee relation strategies that support the overall mission of the district.

12. Manages the department budget, and communicates performance results on a regular basis.

13. Provides legal counsel and serves as a member of a various district teams, as required or requested. 

14. Performs other related duties, including special projects, as required or requested.
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Education/Experience:  Graduate of an accredited law school with at least ten (10) years of progressive experience as an attorney, preferably within a large school district or public sector employer, and admission to the bar to practice law.  Demonstrated hands-on knowledge of federal, state and local employment/human resource related laws and regulations. Strong communications and persuasive skills including verbal, written and presentation skills.  Demonstrated experience handling controversial issues or situations, including media relations.  Demonstrated computer skills including experience producing research and analysis.

Licensure/Qualifying Standards: Must have a current and valid State of Colorado driver’s license. 

Performance:
Demonstrated experience performing in compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave and vacation use, and other scheduled or unscheduled absences); dress code; safety; security, disaster and other policies procedures and practices.   Demonstrated effective and diplomatic oral and written communication skills.

Physical/Environmental Characteristics: Essential duties are routinely performed in a general office work environment and regularly require sitting at a work station/desk plus movement while completing paperwork or using computers, printers, calculators, copiers, fax machines and other business office machines and equipment.  Essential duties may involve: occasional kneeling, squatting, crouching, stooping, crawling, standing, bending, climbing (to stack, store or retrieve supplies or various office equipment), as directed. Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required.

