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Cl ass Definition

Under general direction, supervises the overall functions of a

l egal unit to perform professional |egal work, involving

consi derabl e responsibility, conplexity, and variety. Manages
case |l oad. Conducts |legal research, investigates cases, wites

| egal docunents, negotiates settlenents, and argues nost conpl ex
cases in court. Legal work deals primarily with planning, parks,
and adm nistrative matters.

Exanpl es of Inportant Duties

1. Supervises unit. Plans, schedul es, and assigns work of
prof essional staff. Evaluates work and counsels staff on
ways to inprove performance. Selects and trains staff.
Initiates disciplinary action. Approves |eave requests.

2. Defines goals and objectives for Unit. Devel ops policies

and procedures. Manages case |load. Sets priorities.
Coordi nates activities with other Comm ssion units.

3. Provi des advice on nost difficult cases. Reviews agenda
items and ot her docunents, neets with Conm ssion staff, and
attends Pl anni ng Board neetings to anal yze issues and
provi de | egal advice on nost conplex matters related to
pl anni ng, parks, and adm nistration of Comm ssion.

4, Litigates conplex cases. Meets with Comm ssion officials
and staff to define goals and objectives, plan strategy, and
budget resources needed. Investigates facts and researches
| egal issues. Wites and files legal briefs, charges, and
notions with court. Argues cases in court. Negotiates
settl enments.

5. Conducts conmplex | egal research. Reviews |egal codes, case
reports, law reviews, public records, and other reference
books and journals to analyze | egal issues, answer | egal
gquestions, and identify relevant |laws and cases. Forns
| egal opinions. Reviews proposed state and | ocal
| egislation to assess inpact on Conm ssion. Reviews draft
resol utions and contracts for legal sufficiency. Drafts
resolutions, legal briefs, motions, contracts, opinions, and
ot her | egal docunents.
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Exanpl es of Inportant Duties (Continued)

6. | nvesti gates nost conpl ex cases. Reviews Comm ssion
docunents. Interviews w tnesses, Comm ssion staff, and
ot her sources of information. Obtains copies of records,
phot os, and docunents. Analyzes case docunents and
information. Wites reports and neets with other attorneys
to di scuss issues, options, and recomendations for each
case.

7. Coordi nates externally on special or unique matters. Meets
with Comm ssion staff, citizens, comrunity groups, business
groups, and other governnent agencies to explain |egal
matters and resol ve maj or problens related to actions of
Pl anni ng Board or Commi ssion departnments. Exchanges
information with other governnent agencies regarding |egal
matters which affect Conm ssion. Negotiates with other
gover nnment agencies to exchange or | ease property.

8. Keeps records. Maintains confidential case records and
docunents.

| nrportant Worker Characteristics

A. Consi derabl e know edge of (1) civil law, (2) Comm ssion
activities*; (3) Conmm ssion organization*; (4) Comm ssion
policies and procedures*; (5) court system (6) equal
enpl oyment opportunity; (7) Merit Systemregul ations; (8)
parks; (9) planning; (10) public adm nistration; (11)
supervi si on

B. Skill in operation of (1) auto; (2) calculator.

C. Ability to (1) analyze facts; (2) solve conplex problens
i nvol ving many vari ables; (3) calculate fractions, decimls,
and percentages; (4) read technical reports and
correspondence; (5) wite technical reports and
correspondence; (6) use proper spelling, punctuation, and
grammar; (7) proofread typed materials; (8) speak clearly;
(9) organize work efficiently; (10) provide courteous
service.

* Devel oped primarily after enploynent.
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M ni rum Qualifications

1. Graduate | aw degree.

2. License to practice law in state of Maryl and.

3. Four years of progressively responsible experience as an
attorney.

4. Valid Maryland driver’s license or the ability to acquire
one.

Wor ki ng _Condi ti ons

Works in office. Considerable pressure to neet deadlines.



