Jurisdiction:  Cortland County

Jurisdictional Class: Exempt

Adopted:  10/20/05

ASSISTANT COUNTY ATTORNEY

DISTINGUISHING FEATURES OF THE CLASS: 

The work involves responsibility for representing the County in legal proceedings, litigation and various hearings.  Work is performed in conjunction with and under the supervision of the County Attorney.  The incumbent works with the County Attorney in all areas of legal representation for the County.  Does related work as required.

TYPICAL WORK ACTIVITIES:  (Illustrative only)

Serves as legal counsel for the County Legislature and department heads in the interest of the County; 

Writes and reviews contracts for departments of the County proposed with outside individuals or organizations; 

Represents the County on disputed employee grievances and disciplinary hearing matters; 

Designs a plan for case presentation on grievances/disciplinary matters and court actions; 

Appears for the County Attorney in all proceedings in Family Court for juvenile delinquency and PINS petitions;

Prepares paperwork for all assigned cases as necessary;

Interviews potential witnesses for Family Court proceedings; 

Researches legal issues that arise at trial, during case preparation or at the request of individuals; 

Prepares subpoenas, motion papers and related documents; 

May be involved in any concern of the County that requires legal judgments; 

May be assigned to handle specific aspects of the Office of the County Attorney such as Family Court proceedings or the legal work of specific departments; 

Appears in court and performs other functions at the discretion of or in the absence of the County Attorney and the office at his/her discretion or in the event of his/her absence.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS:

Thorough knowledge of County Law and rules;

Good knowledge of laws pertaining to contracts, petitions and other aspects of general legal work; 

Good knowledge of the proceedings of criminal court, family court, administrative tribunals, commissioners' hearings, PERB hearings and other legal proceedings; 

Working knowledge of parliamentary procedures; 

Ability to understand and interpret complex oral instructions and/or written directions;

Ability to establish and maintain effective working relationships with others; 
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Ability to reason quickly and accurately in stressful situations; 

Ability to communicate effectively both orally and in writing;

Ability to efficiently gather facts through interview, research and investigation; 

Ability to analyze and interpret laws and legal documents; 

Ability to prepare and deliver presentations in a clear, concise and articulate manner; 

Physical condition commensurate with the demands of the position.

SUGGESTED MINIMUM QUALIFICATIONS:

Possession of a license to practice law in the State of New York.

