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Attachment IV


College General Counsel

Position Description
As the chief legal officer of Suffolk County Community College, the College General Counsel oversees and manages the provision of all legal services to the College to ensure that its legal rights are protected and that it operates within the law.  The College General Counsel reports to the Executive Vice President of the College.  The primary responsibilities of this position are as follows:

1.
Provides legal counsel and advice to the College on the interpretation of laws, policies, procedures, rules and regulations applicable to the College, including but not limited to laws pertaining to higher education, labor and employment, contracts, grants, real estate and insurance.

2.
Anticipates and identifies legal issues and counsels the College as to legal strategies and solutions for such issues.

3.
Reviews, researches, interprets and prepares both written and oral opinions on a wide variety of legal issues.

4.
Prepares or reviews all contracts and leases to be entered into by the College.

5.
Reviews local, state and federal legislations, statutes, ordinances, etc. that 
involve or directly impact upon the College’s policies, procedures or operational practices.

6.
Prepares, reviews, approves and maintains the College’s Board-adopted and administrative policies.

7.
Reviews and approves requests for proposals (RFPs) and bid specifications, and any amendments thereto.

8.
Serves as the official College liaison with the Suffolk County Attorney’s Office 

and, if necessary, the Suffolk County District Attorney’s Office.

9.
Supervises and participates in the defense and prosecution of lawsuits.

10.
Prepares positions and strategies for negotiating collective bargaining agreements and serves on the College’s negotiation team.

11.
Advises Human Resources on personnel issues, including discipline and grievances.

12.
Reviews the meeting agendas and associated materials for College Board of 
Trustees meetings.

13.
Serves as the College’s Freedom of Information Law Officer.

14.
Serves as a member of the President’s cabinet and executive council.

15.
Performs such other related duties as directed by the President or Executive Vice President.
Minimum qualifications for this position include a law degree from an accredited law school, admission to practice in the State of New York, at least 7 years of relevant experience, and strong analytical, research, problem solving, written and oral communication and interpersonal skills.  Prior representation of institutions of higher education or public entities is preferred, as is experience working with outside counsel.

