ALAMEDA UNIFIED SCHOOL DISTRICT

Excellence & Equity For All Students

Title:

JOB DESCRIPTION

General Counsel

Reports To:

Board of Education

Department:

Legal Services Bargaining Unit:

[ ] CSEA 860 X Management
[] CSEA 27 [1 Confidential
] AEA 1 Unrepresented

Hours:

Full-time No. of Work Days:

261 Days

FLSA
Classification:

X Exempt
(1 Non Exempt

Type:

[1 Reclassification
X] Update of job description
[1 New job description

Salary
Schedule:

[ 1 Contract

XI Executive Cabinet

1 Administrative/Supervisory
[1 Confidential

] Licensed

] Unrepresented
] CSEA 27

[] CSEA 860

DEFINITION:

Plan, organize, control, and provide direct professional legal counsel and representation for the
Superintendent of Alameda Unified School district and the Board of Education on District matters
as General Counsel; research, prepare and direct all legal matters as directed by the Board of
Education; and perform other duties as required.

ESSENTIAL FUNCTIONS:

e Oversee the preparation and rendering of legal opinions upon requests to the Board of
Education, the Superintendent and District administrative staff. Provide legal advice
in the drafting of legal documents, rules and regulations, resolutions, applications of
diverse kinds and other legal or quasi-legal papers upon request.

e Oversee the preparation of litigation and/or administrative law hearings as directed by
the Board of Education, including the preparation of pleadings, and trial and appellate

briefs, negotiations between parties, the conduct of trials and hearings at the level of
original jurisdiction or on appeal, and other court or hearing appearances to represent
most effectively the interests of the District as such interests are interpreted by the
Superintendent and/or Board of Education.
e Attend and provide legal advice at meetings of the Board of Education and such other
meetings as the Board of Education directs.
e Plan, organize and implement long and short-term programs and activities regarding
legal matters including coordinating use of any outside counsel services.
e Interpret the impact of legislation on the interests of the District as such legislation is
being considered by the State legislature.
e Provide for continuing departmental staff training regarding legal issues, process and

procedures.

e Oversee the maintenance of files on policy action of the Board of Education and
supervise periodic revision of the rules and regulations of the Board.



Provide technical expertise, information and assistance to the Board of Education and
the Superintendent; assist in the formulation and development of policies, procedures
and programs; advise the Board of Education and the Superintendent of unusual trends
or problems and recommend appropriate corrective action.

Direct the preparation and maintenance of a variety of narrative and statistical reports,
personnel documentation, records and files related to assigned activities and personnel.
Communicate with other administrators, personnel and outside organizations to
coordinate activities and programs, resolve issues and conflicts and exchange
information.

Develop policies and procedures to encourage effective and efficient management
controls.

Develop and prepare the annual preliminary budget for the legal costs, analyze and
review budgetary and financial data; control and authorize expenditures in accordance
with established limitations.

Attend and conduct a variety of meetings as assigned; establish and maintain
relations/membership with local, State and Federal agencies and associations to remain
current on programs and issues that affect District legal services’ present reports and
initial findings.

Perform related duties as assigned.

QUALIFICATIONS:

Knowledge and Ability to:

Applicable Federal, State and local legislation, statutes, codes and procedures, including the
California Education Code.

Methods and procedures required to provide legal services to an administration and
governing body in a large public agency.

Principles and practices of administration, supervision and training.

Ability to prepare and render legal opinions upon request to the Board of Education, the
Superintendent and District administrative staff.

Oversee and/or prepare and conduct litigation and administrative law hearings as directed.
Provide leadership and direction to the District regarding professional legal activities.
Review existing and pending legislation related to procedural guidelines and District policies.
Maintain current knowledge of provisions of applicable federal, State and District laws, rules
and regulations.

Communicate effectively both orally and in writing; establish and maintain cooperative and
effective working relationships with others.

Interpret, apply and explain rules, regulations, policies and procedures.

Analyze situations accurately and adopt an effective course of action.

Meet schedules and timelines, plan and organize work, and work independently with little
direction.

Prepare comprehensive personnel, narrative and statistical reports.

Direct the maintenance of a variety of reports and files related to assigned activities.
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EDUCATION AND EXPERIENCE:

e Eight years of experience in the practice of law, including substantial responsible experience
as Counsel for a public jurisdiction. Specifically, a combination of experience and training
that would provide the required knowledge and abilities: a Juris Doctorate from an

accredited law school;

¢ license to practice law in the State of California with preferred experience in educational
administration and/or school and labor laws, industrial relations, public administration and

business administration and increasingly responsible experience in educational

administration.

e Directly related law experience in a school setting is highly desirable.
e Possession of a valid California driver’s license and/or be able to provide own transportation
in conduct of work assignments; willingness to travel as needed.

PHYSICAL REQUIREMENTS:

Frequency key: None (1); Occasional - up to 25% of shift (2); Intermittently — up to 50% of

shift (3); Frequently — up to 75% of shift (4)

Activity Frequency Activity Frequency
Bend 1 Lift/carry 0-10 Ibs 2
Twist 1 Lift/carry 11-25 lbs 2
Squat 1 Lift/carry 26-40 Ibs 1
Kneel 1 Lift/carry 41-100 Ibs 1
Climb 1 Stand 2
Reach above shoulder 1 Walk 2
Grip/Grasp 2 Sit 3
Extend/Flex Neck 1 Drive 2
Use Right Hand 2 Perform Repetitive Hand Motions 3
Use Left Hand 2 Keyboarding/Mouse Work 3
Ability to See 4 Ability to Hear 4

ENVIRONMENTAL ELEMENTS:

Employees primarily work in an office environment with moderate noise levels, controlled
temperature conditions, and no direct exposure to hazardous physical substances. Employees
occasionally work outdoors and are exposed to dust, fumes, allergens, vermin, parasites, or insects.

THE ALAMEDA UNIFIED SCHOOL DISTRICT IS AN EQUAL OPPORTUNITY EMPLOYER
and, in compliance with federal and state laws, does not discriminate in any employment practice

on the basis of age, ancestry, color, marital status, medical condition, national origin, political or
union affiliation, physical or mental disability, race, religion, sexual orientation or sex.
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