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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Assistant General Legal Counsel

	Job Title:
	Assistant General Legal Counsel
	FLSA Status:
	

	Department:
	Legal
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary 

Manage the daily operations of the Legal Department, including hiring, training, assignment of duties and oversight of tasks for both professional and support staff. Identify risks within operations and business proposals which could subject Company XYZ to litigation or regulatory action and provide necessary legal representation, advice, counsel and opinions to Company XYZ staff and management. 

Essential Duties and Responsibilities

1. Manages Legal department operations, including hiring, training and supervising staff, assignment and oversight of duties. Authorizes payment of expenses related to vendors, employee travel and outside counsel. Assists in establishing Legal Department budget and conducts performance reviews. 

2. Assists the Company in managing a variety of risks (i.e. legal, financial, relationship) by providing legal and business advice and solutions to the Company and its subsidiaries on matters of insurance, benefits, property, banking, and/or employment laws.  Assists in preventing or resolving emerging matters.  

3. Oversees insurance claim related matters, including analysis of contestable claims, approval of rejected death claims, lifetime rescissions, suicides and accidental deaths.  Oversees litigation related to such claim decisions.

4. Responsible for employment matters related to home office and field management, including benefit plans. 

5. Supervises regulatory matters, including applicability of state or federal laws and regulations, the model fraternal code, filing state insurance department reports and responding to state market conduct exams.

6. Provides legal representation, advice, and opinions in monitoring and resolving disputes that may lead to litigation for both the home office and field operations.

7. Directs contract review, interpretation, drafting and enforcement related to third party vendors, the governing documents of Company XYZ and the current portfolio of products offered by Company XYZ.

8. Manages defense of the Company in litigation cases, including attempted class actions, with potential adverse judgments.  Oversees the retention and supervision of outside counsel in areas of special expertise or litigation, travel related to hearings, depositions, mediations and trials.

9. Serves as a member on a variety of committees.  Participates in a variety of industry associations.

10. Works with operating departments to ensure compliance with laws, statutes, and other regulations; researches legal issues surrounding industry-specific laws and provides guidance on industry and state-by-state practices.  

11. Performs other duties as required.

Knowledge and Skill
Bachelor’s degree.  Juris Doctorate degree from an accredited law school.  Minimum of ten years of relevant experience.  Licensed to practice law in the State of ________________.

Physical Demands

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to sit; talk or hear; and use hands to handle, or touch objects or controls.  The employee is regularly required to stand and walk.  On occasion the incumbent may be required to stoop, bend or reach above the shoulders.  The employee must occasionally lift up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.

Work Environment

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. While performing the duties of this job, the employee is occasionally exposed to outside weather conditions and risk of electrical shock. The noise level in the work environment is usually moderate.

	Employee Acknowledgment
	
	Date:
	


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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