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I Administrative Support Office of Legal Services Franklin
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g = USUAL WORKING TITLE OF POSITION POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
z = |_Chief Legal Counsel & Ethics Officer SEE TABLE OF ORGANIZATION
S | Permanent | [] Classified Overtime: [] Eligible Exempt Bargaining Unit 22
= &[] Temporary | X Unclassified PR-16
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NORMAL WORKING HOURS (Explain unusual or rotating shift):
FROM: 8:00 a.m. TO: 5:00p.m. —
JOB DESCRIPTION AND WOQORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities
50 | Directs, plans and coordinates all legal functions of the Department of Knowledge of (1) law (i.e., procedural
Administrative Services (DAS) and supervises legal and support staff: & substantive), (2) legal research meth-
serves as Chief Legal Counsel for DAS, under the administration and ods; (3) legal writing; (4) interviewing;
supervision of the Chief of Operations, for all aspects of DAS” opera- (5) management/supervision, (6) laws,
tional responsibilities; develops department’s legal policies and proce- | rules & procedures applicable to opera-
dures and provides legal counsel to Director in the developrment of de- | tions of employing agency (e.g., Civil
partmental policies and procedures and all policies and procedures with | Service Laws/Rules); (7) employee
statewide application; defines Office of Legal Services goals and objec- | training & development, (8} public rela-
tives and assists Director to define agency goals and objectives. tions.

I Skill in (9) operation of personal com-
=) puter & associated hardware/software).
ﬁ > Ability to (10) deal with many variables
= - & determine specific course of action;
E g (11) organize & interpret extensive va-
8 8 riety of technical/legal material in
£ E books, journals or manuals; (12} com-
=4 municate verbally regarding legal is-

sues; (13) handle sensitive contacts with
general public & governmental offi-
cials; (14) establish friendly atmosphere
as division or large section chief.
25 | Personally provides legal advice and services to the Director in matters | Knowledge of 1,2,3,4,5.6,7, 8
pertaining to the department; researches and drafts legal memorandums | Skill in &
and documents; drafts and analyzes legislation; drafts and analyzes ad- | Ability to 10, 11, 12, 13, (15) use prop-
ministrative rules; oversees the preparation of administrative and judi- er research methods in gathering data;
cial cases. {(16) draft a variety of legal documents;
(17) preside over or present court cases
logically & effectively; (18) understand
difficult legal concepts.
a
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FROM: 8:00 a.m.

NORMAL WORKING HOURS (Explain unusual or rotating shift):

TO: 500p.m.

JOB DESCRIPTION AND WORKER CHARAETEF{ISTICS

% Job

Duties in Order of Importance

Knowledge, Skills & Abilities

15
and delivers speeches

10

JOB CODE TITLE
Attorney 6

Serves as legal liaison with public and governmental offictals: prepares
; participates in meetings and conferences.

Serves as the Chief Ethics Officer for the Department: oversees the
department’s ethics training; creates policies supporting ethics laws and
Governor’s Executive Orders, defining expected ethical conduct.

This position is in the unclassified service per section 124.11(A) (9) of
the Ohic Revised Code.

Knowledge of 1,2,3,4,5,6,7, 8

Skill in 9

Ability to 10, 11, 12, 13, (19) prepare &
deliver speeches before specialized au-
dience & general public.

Knowledge of 1,2, 3,4,5,7

Skilt in 9
Ability to 10, 11, 12, 13
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