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GENERAL COUNSEL

Nat ure of Work

Under adm nistrative direction, perforns highly responsible
| egal work as the attorney and the chief legal officer for the
Cabi net Secretary. Serves as the advisor and chief |egal
authority receiving general policy direction fromthe Secretary.
May represent the departnent before a court of conpetent
jurisdiction after authorization by the Attorney Ceneral.
Perforns related work as required.

Exanpl es of Work

Advi ses Cabi net Secretary and agency officials on conplex |egal
i ssues related to departnment prograns and | aws.

Drafts adm nistrative regul ati ons; may conduct adm nistrative
heari ngs.

Responsi bl e for providing direction to staff on adm nistrative
procedures, court procedures, and conpli ance.

Assists in the devel opnment of departnent policy on various
i ssues.

Makes recommendati ons concerni ng proper disposition of tax
assessnments or clainms for refund, amendnents to
adm ni strative regul ations, legislation, and the appeal of
cont ested cases.

Consults with lower |evel attorneys on the interpretation of
court opinions and statutes, the application of rules and
regul ations and related matters where conpl ex | egal issues
or facts are invol ved.

Wrks closely wwth the Ofice of the Attorney General on | egal
matters affecting the departnent.

Coordi nates the activities assigned to the office.

Responds to conplaints and questions fromthe public.

Know edge, Skills and Abilities

Know edge of the Constitution, statutes, court deci sions,
state and federal |aws and regul ati ons, and established
depart ment policy.

Know edge of | egal nmethods and processes, including the
adm ni strative regul ati on promul gati on process, |egislative
drafting and the | egislative process.

Ability to analyze facts and | egal docunents.

Ability to interpret |aws, regul ations and policies.

Ability to conduct adm nistrative hearings.
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GENERAL COUNSEL ( CONT' D)

Know edge, Skills and Abilities (cont'd)
Ability to effectively comunicate, both orally and in witing,
wi th persons having a wi de variety of education backgrounds.
Ability to maintain effective working relationships with fell ow
enpl oyees, other agencies, the public, and the federal
gover nnent .
Ability to speak effectively in public.

M ni mum Qual i fications

TRAINING Admission to practice lawin the State of West
Vi rginia.

EXPERIENCE Nine years of full-time or equivalent part-tine
pai d experience in the practice of law, including trial
experience in admnistrative or judicial proceedings.

SUBSTI TUTION  One year of full-tinme or equivalent part-tine
pai d enpl oynent as an attorney with the agency to which
assi gned shall be considered the equivalent of two years of
ot her qualifying experience.
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