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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



Corporate Counsel

Reports To:    Chief Financial Officer

Job Summary

Overall supervision of the Risk Management Department. Provides legal counsel and guidance in the ordinary and special activities of the corporation to insure maximum protection of its legal rights and to maintain its operations within the limits prescribed by domestic, international and maritime law. Coordinates the defense of the corporation against suits or claims, and coordinates the prosecution of the corporation's claims against others. Prepares reports and statements of a legal nature.

Job Scope

Responsible for supervising the Director of Risk Management and coordinating activities of external attorneys. Prepares and administers budget for all legal and insurance expenditures of approximately $3.8 million. Reviews and approves the Risk Management budget. Supervises 1 exempt and 1 non-exempt position.

Principal Duties and Responsibilities

1. Supervises Risk Management, and organizes and directs the corporation's legal activities to protect the corporation's interests from a legal perspective and prevent legal disputes from occurring.

2. Counsels and advises all corporate executives on the legal aspects of activities within their assigned areas (i.e., acquisitions, protection and disposal of real and personal property, collections, maritime issues, and relations with municipal, federal and state agencies.

3. Investigates claims and complaints by or against the Company, conducts interviews, prepares reports and/or opinions based on findings and consultation with Director of Risk Management.

4. Recommends and retains outside counsel, as required, to obtain legal opinions or handle claims and litigation and establishes policies governing the retention of outside counsel by the corporation. Assist outside counsel in matters of research, litigation and pre-trial work. Coordinates, reviews and approves all legal fees for payment.

5. Prepares or reviews proposed contracts, leases, formal agreements, insurance renewals and other legal instruments to safeguard the corporation's interests.

6. Assists, as required in connection with meetings of the Board of Directors or board committees including preparation of board resolutions and maintenance of all official corporate records.

7. Maintains up-to-date knowledge of the law in areas of special interest to the company, including admiralty, Federal  Maritime  Commission,  Interstate  Commerce  Commission,· insurance,  labor,  international  and contract law and advises the Company of impacts of law changes.

8. Provides legal counsel and guidance to the officers and directors of the corporation, and to all other corporate personnel on corporate matters involving legal problems.

9. Provides legal counsel and guidance to the officers and directors of the corporation, and to all other corporate personnel on corporate matters involving legal problems.

10. Performs all other related duties as requested.

Minimum Education, Certification, Experience, and Physical Requirements

	Education:
	Juris Doctorate

	Experience:
	Five years corporate legal experience

	License:
	Valid state driver's license, passport and state Bar

	Travel:
	15% local travel and 5% overseas travel to port locations

	Physical:
	Must  possess  the  physical capability  to  handle extended  airline  travel  to  remote geographical locations

	Language:
	English and Spanish required


Skills, Knowledge, and Abilities

· Skills in writing and speaking Spanish.

· Skills in negotiating.

· Skills in analytical thinking.

· Strong supervisory and organizational skills.

· Knowledge of the local, state, federal, international, common, maritime and constitutional law affecting the corporation.

· Knowledge of the rules, regulation, risk management processes, policies and procedures that affect the authority and operations of the corporation.

· Knowledge of administrative and judicial procedures and the rules of evidence.

· Knowledge of the principles, methods, materials and practices of legal research.

· Ability to deal effectively and tactfully with corporate personnel, customers, contractors, consulting attorneys, court officials, representatives from other organization and the general public.

· Ability to deal effectively with regulatory agencies (both domestic and international) that establishes corporate operating boundaries.

· Ability to analyze corporate contracts, lease agreements, risk management issues and properly protect the corporation's interest.

· Ability to coordinate the preparation and trying of reasonably complex judicial and administrative cases before local, state, federal and international judicial and administrative tribunals.

· Ability to express facts and ideas clearly and concisely, both orally and in writing.

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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