10000

County Attorney

Grade:  AE Contract

FLSA: Exempt

Date:
04/20

Job Summary: Works under the direction of the County Administrator. Renders legal advice to County Government; prepares and reviews legal documents and provides legal representation to County Government.  Prepares cases for trial and tries cases before administrative tribunals, District Court, Circuit Court, Court of Special Appeals and the Court of Appeals of Maryland; performs other duties as assigned.


Essential Functions:
1. Represents and advises the Commissioners of St. Mary’s County and its staff, as well as many of the boards and commissions appointed by the County Commissioners; such as the Planning Commission, the Board of Appeals and the Ethics Commission. 
2. Supervises subordinate staff, Deputy County Attorney, and contract services performed through the legal department;

3. Renders opinions on legal questions asked or implied by the elected/appointed officials, and county staff after legal research; 

4. Prepares cases for trial and tries cases before administrative tribunals, District Court, Circuit Court, Court of Special Appeals, and the Court of Appeals of Maryland; 

5. Review, draft and negotiate contracts with public and private organizations; review/draft legislation, resolutions and ordinances;  

6. Render real estate title and conflict of interest opinions pertaining to County transactions as well as negotiate and draft contracts and instruments of such;

7. Serves on task forces and committees examining issues and making appropriate recommendations;

8. Solicits and complies recommendations for annual legislative package; makes presentations at hearings and meetings; services a liaison with State legislature; reports activities to appropriate officials; 

9. Performs other duties as assigned; such as attendance at evening meetings, public hearings and public forums. 

Required Knowledge, Skills, and Abilities:  

1. Ability to gain thorough knowledge of St. Mary’s County Government policies and procedures;

2. Ability to act as a representative of St. Mary’s County Government to the public;

3. Ability to supervise, train, and motivate subordinate staff;
4. Extensive knowledge of the principles and practices of law;

5. Ability to apply departmental policies and procedures to daily work tasks;

6. Extensive knowledge of the sources of legal references;

7. Extensive knowledge of relevant Federal, State, and Local regulations relative to the operations of the department;

8. Effective business English, grammar, legal terminology, and math skills;

9. Ability to operate relevant computer systems, including hardware and software, and office machines.


Education and Experience: 
1. Graduation from law school;

2. Member of the State of Maryland Bar authorized to practice law within the State of     Maryland;

3. Seven years or more of related experience;

4. Or equivalent technical training, education, and/or experience.
Additional Information:

1. May not maintain a private practice;

2. May not represent any other person, group or entity other than those mentioned above, except with the permission of Employer.

3. Requires background investigation with favorable results.
Supervision:

Supervisor:  County Administrator.

Supervises:  Assistant County Attorney, Paralegal (2), and Senior Administrative Coordinator 

Physical and Environmental Conditions: 

Work requires no unusual demand for physical effort.

Work environment involves everyday risks or discomforts which require normal safety precautions typical of such places as offices or meeting rooms, e.g., use of safe work place practices with office equipment, and/or avoidance of trips and falls. 


The above job description is not intended as, nor should it be construed as, exhaustive of all responsibilities, skills, efforts, or working conditions associated with this job.  

Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of this job.


I certify that this is an accurate statement of the essential functions and responsibilities of this position.
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