
League of Oregon Cities 

JOB DESCRIPTION SUMMARY 
 
Position Title: Assistant General Counsel (Limited Duration)   Date: March 2022 

Department: Legal and Research Department   

Accountable to: Interim General Counsel   

Supervision 
Exercised: 

None   

Classification Status: Limited Duration/Exempt /Full-time /Grade 24   

 
Primary Objectives of the Position 

The Limited Duration Assistant General Counsel is a one-year position for attorneys with existing 
government law experience or recent law school graduates, newly admitted lawyers and judicial clerks who 
are committed to public service.   
 
Performs professional legal research, information and advice to LOC staff, board of directors, and 
members.   Writes, reviews, and updates various LOC documents and policies, including articles for 
publication, member information guides, white papers, model policies/ordinances, and FAQs. 
 
Essential Functions of the Position 

• When assigned, conducts legal research; drafts legal documents; reviews and administers contracts; 
writes legal opinions; provides legal advice to LOC management and the LOC Board of Directors; 
and may represent the LOC in legal proceedings. 

• Provides legal direction, guidance and advice to LOC members. 
• Provides technical and legal expertise to assist Intergovernmental Relations Division’s staff of LOC 

policy committees; studies legislation and administrative rules from both legal and policy 
standpoints to determine potential impact on cities; drafts legislation and/or amendments; and 
attends and testifies at legislative and agency hearings or proceedings as needed and assigned. 

• Provides assistance to and answers inquiries of city attorneys and member city officials on issues 
related to laws that affect municipalities.   

• Keeps abreast of court opinions and changes in the law that could affect the operations of the LOC, 
its related entities and member cities. 

• Assists with or manages the preparation and filing of amicus curiae briefs on behalf of LOC 
members in the appellate courts. 

• Writes, reviews, and updates various LOC documents and policies including articles for 
publication, member information guides, white papers, model policies/ordinances, and FAQs. 

• Writes and reviews articles for the Local Focus magazines and LOC Bulletin. 
• Maintains cooperative working relationships with staff, clients, other organizations and the public. 
• Follows all safety rules and rules for work areas. 
• Demonstrates professionalism in communications, work habits, and attire; commitment to customer 

service and growth of the organization; a positive attitude; and regular office attendance. 
• Performs other related duties as assigned. 

 
 
 
 
 



 
Screening Criteria 
 
Education and Experience 

Juris Doctorate Degree 

AND   

Any experience which ensures the ability to perform the essential functions of the position. 

 
 
Necessary Special Requirements 

• Oregon bar membership is required within 90 days of hire, unless sitting for the July 2022 Oregon 
Bar exam.  Applicants sitting for the July Bar exam are required to receive Oregon bar membership 
within 30 days of when the July 2022 Bar exam results are released. 

• Possession of a valid driver license accepted in the state of Oregon and proof of acceptable driving 
record. 

 
Knowledge, Skills, and Abilities 

• Excellent written, oral and presentation communication skills. 
• Knowledge of relevant ethical codes and professional standards. 
• Skill in both legal and non-legal research, including the ability to research complex legal issues, 

administrative codes, statutory codes, administrative opinions, and court opinions. 
• Ability to communicate effectively, both orally and in writing. 
• Ability to maintain composure during stressful situations. 
• Ability to travel in and out-of-state as needed. 
• Ability to use word processing, e-mail, Internet, and legal research software. 
• Ability to work in multi-disciplinary environment as part of a team. 
• Skill in establishing priorities and organizing work. 
• Ability to develop and manage long-term projects. 

 
Desirable Experience and Training 

• Two to three years as a practicing attorney with an expressed interest in working for the public 
sector. 

• Familiarity with substantive areas of Oregon municipal law including Oregon constitutional law, 
home rule, ethics, public records, public meetings, elections, public contracting, local budget, and 
statutory construction and interpretation 

• Knowledge of municipal government structure, functions, and operations. 
• Experience with appellate law. 

 

Interested individuals who may not meet all of the listed qualifications are still encouraged to apply. 
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Physical Requirements/Work Conditions 
Assistant General Counsel (limited duration) 
 
Frequency Definitions: 
(N) Never: Not required and not done on the job. 
(R) Rare: May be required on a very infrequent basis; less than 1% work shift; may occur 1 – 5  
  times/minutes per shift. 
(O) Occasional: Occurs between 1% – 33% of an 8-hour work shift; total of up to 2.5 hours per 8-hour shift. 
(F) Frequent: Occurs between 34% - 66% of an 8-hour work shift; total of between 2.6 hours to 5.0 hours  

per 8-hour shift. 
(C) Continuous: Occurs between 67% to 100% of an 8-hour shift; total of between 5.1 hours to 8.0 hours per  

8-hour shift.   
 

WORKING CONDITIONS 
Are there particular working conditions associated with this position which should be noted?  Check or list 
below, indicating frequency for each condition (N, R, O, F, C – refer to Frequency Definitions above): 
N R O F C Condition Comments/Detail (if applicable) 

     Indoors Usual office working conditions 
     Outdoors       
     Extended work hours       
     Travel to multiple worksites       
     Low background noise       
     Moderate background noise       
     High background noise       
     Fumes/odors       
     Dust       
     Varied/extreme temperatures       
     Cramped workspace       
     Exposure to hazardous 

materials 
      

     Personal protective equip. 
required 

      

     Other (specify)             
     Other (specify)             

 
MATERIALS AND EQUIPMENT USED 
Are there particular materials and/or equipment used with this position which should be noted?  Check or 
list below, indicating frequency for each condition (N, R, O, F, C – refer to Frequency Definitions above): 
N R O F C Condition Comments/Detail  

     Computer       
     Mouse/Trackball       
     Ten Key/Calculator       
     Copier       
     Fax Machine       
     E-mail       
     Telephone       
     Hand Tools       
     Automobile (company  

personal ) 
      

     Other (specify)             
     Other (specify)             



PHYSICAL DEMANDS 
Are there particular physical demands associated with this position?  Check or list below, indicating 
frequency for each condition (N, R, O, F, C – refer to Frequency Definitions above): 
N R O F C Physical Demand Description (if O, F, or C checked) 

     Standing       
     Walking       
     Sitting       
     Driving       

     
Lifting/Lowering (Max: 50 Avg. 25 lbs.) 
with assistive equipment?  
Yes   No  

      

     Carrying (Max: 20 Avg. 5 lbs.)       
     Pushing (Max: 50 Avg. 25 lbs.)       
     Pulling (Max: 50 Avg. 25 lbs.)       
     Climbing (Max height: 18”)       
     Stairs  
     Balancing        
     Stooping       
     Twisting       
     Kneeling       
     Crouching       
     Crawling       
     Reaching overhead       
     Reaching shoulder level       
     Handling       
     Pinching       
     Grasping       
     Wrist motion       
     Speaking       
     Hearing       
     Seeing       
     Writing       
     Depth Perception       
     Color Vision       
     Other (specify)             
     Other (specify)             
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