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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


From the MRA Resource Center


Staff Counsel

Reports To:    Senior Vice President, General Counsel

Basic Function and Accountability

Under the direction of Senior Vice President, General Counsel, responsible for assisting Vice President, Legal Counsel in drafting loan documents and in assisting Senior Vice President, General Counsel with corporate and litigation related matters, including drafting documents and researching legal issues.

Responsibilities/Duties

1. Drafts documents as requested by the Senior Vice President, General Counsel, including loan and corporate related documents.

2. Responsible for assisting Senior Vice President, General Counsel manage outside counsel hired by the Company for collection and bankruptcy matters on commercial and non-commercial loans, or as otherwise directed by the General Counsel.

3. Responsible for assisting Senior Vice President, General Counsel in research of legal and regulatory issues.

4. Responsible for assisting Compliance Officer in all aspects of compliance program, including CRA activities, as requested by the Senior Vice President, General Counsel.

5. Performs such other duties as required. 

Experience and Education Requirements

6. Juris Doctorate

7. Must be admitted to the practice of law in the State.

8. At least three years of experience in a bank/savings and loan setting, or law firm with equivalent experience. Relationships and Contacts

Supervisory Relationships:

Reports to Senior Vice President, General Counsel. 
Internal Relationships:

9. Frequent contact with various personnel in Mortgage Collections, Service Administration, Service Operations, Consumer Lending, Accounting, Deposit Services, Commercial Lending and Residential Lending.

10. Semi-frequent contact with all other departments and Retail Sales Offices. 

External Relationships:

11. Frequent contact with outside attorneys.

12. Occasional contact with various personnel in courts and Internal Revenue Service.

13. Occasional contact with customers.
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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