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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



Senior Attorney

Reports To:    General Counsel

Position Summary

To provide legal work for the Company and for various third parties; to assume primary responsibility for providing the real estate-related legal work for a portion of the Company's portfolio or for a particular business unit.  Act in the General Counsel's place, in his/her absence.

Core Tasks:

· Complete Customer Satisfaction.

· Prepares and negotiates leases.

· Prepares and negotiates contracts for the purchase and sale of both developed and underdeveloped land.

· Prepares and negotiates documents in connection with the development of real estate.

· Closes the purchase and sale of both developed and undeveloped properties.

· Handles the miscellaneous issues arising within one's assigned portfolio.

· Ensures that the legal department's customers, both internal and external, are completely satisfied with the department's services.

· Maintain Professional Attorney Development and Training.

· Develops training manual for new recruits and existing Attorneys.

· Manages Attorney workloads and Associate satisfaction issues.

· Ensures that the legal work is done in a competent and cost-effective manner.

· Oversees the supervision, coordination and managerial tasks of Associates.

· Monitors and approves the continuing legal education requirements for attorneys.

· Assistant to the General Counsel.

· Acts in absence of General Counsel.

· Makes decisions in absence of General Counsel.

· Confers with General Counsel on special projects.

· Assists in hiring, training and retaining new attorneys.

· Assists in program and employee development.

· Assists with 3 year budget planning.

Qualification Requirements:

Education and/or Experience:

J.D. Degree required. License to practice law in appropriate state(s) and jurisdiction(s).

Length/Kind of Experience:

At least 8 years of practice in a corporate or law firm setting and not less than 5 years of experience in Real Estate Law.

Performance Skills:

Competence as a lawyer; ability to manage heavy workload in a high-pressure environment; willingness to accept  responsibility  for  portfolio;  good communication  (oral  and  written)  and  interpersonal  skills;  good judgment; self-starter with good business sense and a sense of urgency, honesty and fairness; good team player, cool under pressure; self-confident and inspires confidence from clients. Ability to work independently without supervision. Experience in supervising/training and program development.

Primary Contacts:

· Inside:

· Executive Officers

· Business Unit Vice President

· Leasing reps

· Accounting

· Construction

· Property Managers

· Outside:

· Third Party Owners

· Other attorneys

· Third Party Lenders

· State and Local Agencies

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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