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Attachment V


  College Deputy General Counsel
The College Deputy General Counsel performs legal services such as research, policy review, legal audits, contract reviews and compliance training.  The College Deputy General Counsel reports to the College General Counsel and may perform the duties of the College General Counsel in his/her absence.  The primary responsibilities of this position are as follows:

1. Conducts research and prepares memoranda on legal, administrative and policy issues arising at the College.

2. Assists in factual and legal preparation for the defense and prosecution of lawsuits, including conducting preliminary assessments of cases, locating and researching files related to the cases, interviewing College staff, assisting in the preparation of discovery responses and attending depositions and court proceedings.

3. Assists in the preparation of contracts and leases to be entered into by the College.

4. At the direction of the College General Counsel, conducts legal audits of various College operations.

5. Participates in the development and review of College policies.

6. Reviews Requests for proposals, bids and purchasing methods, as assigned by the College General Counsel.

7. Assists in the preparation of positions and strategies for negotiating collective bargaining agreements.

8. In conjunction with Human Resources, prepares materials for and conducts compliance training.

9. Assists in the preparation of materials for Board of Trustees meetings.

10. Stays current on local, state and federal legislation, statutes, ordinances, etc. that impact the College.

11. Attends administrative hearings, arbitrations and court proceedings, as directed by the College General Counsel.

12. Oversees the maintenance of the Legal Affairs webpage.

13. Performs other related duties as assigned by the College General Counsel.

Minimum Qualifications:  A law degree from an accredited law school, admission to practice in the State of New York and at least three years of relevant experience.
