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Nat ure of Work

Under adm nistrative direction, perfornms conplex |egal work
in the direction of the Legal Division for the agency.
Responsi bl e for planning, organizing and directing the activities
of the division which will adm nister and fornul ate | egal policy
for the agency. My serve as the agency head's chief [|egal
counsel advising of current status of agency prograns and naki ng
recommendati ons for inprovenents. May represent the agency
before public, legislative and executive offices, and court
hearings within limtations of the Code of West Virginia.
Performs related work as required.

Exanpl es of Work

Supervi ses and organi zes the | egal and support staff within
the Legal Division of the agency.

Directs the preparation of cases for review by adm nistrative
| aw j udges, the Appeal Board or Board of Review, personnel
gri evances, and courts of |aw

Directs the coordination of legal functions within the agency.

Devel ops and recommends | egal policies, statutory changes, and
regul atory changes.

Revi ews and eval uates the work of staff attorneys and support
staff.

Handl e matters personally and through correspondence wth
ot her attorneys, enployers, and clainmants relating to
agency |l egal matters.

Directs, coordinates or assists in the preparation of
| egi slation and regul ations; nmay attend | egislative
sessi ons and heari ngs.

Renders opinions to the agency head on various |egal issues.

Serves as principal |iaison between the agency and the Ofice
of the Attorney General.

Addresses | ocal, state and national associations, civic groups
and busi ness and trade associations; may attend program
council sessions and heari ngs.

Participates in semnars and public foruns regarding state | aw,
regul ati ons, procedure and changes.

Prepares the unit's budget request and allocates allotted staff
and resources for the nost efficient operation of the unit.

Adm ni sters medi ati on program of West Virginia s Wrkers
Conpensation | aw.

Know edge, Skills and Abilities
Know edge of state and federal |aws, regul ations and policies
as they relate to the operation of the agency.
Know edge of current |egal issues concerning the agency
i ncludi ng the opinions of the Attorney General and state
and federal courts.
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Know edge, Skills and Abilities (cont'd)

Know edge of | egislative procedure, bill drafting and the
i npl enentation of |egislation.

Ability to establish and maintain effective working rel ation-
ships with other agencies, the public, and federal
gover nnent .

Ability to communicate effectively, both orally and in
writing.

Ability to supervise and direct the work of subordinate
attorneys and other staff nmenbers in the conduct of |egal
affairs.

Ability to effectively coordinate staff functions in the
provi si on of conpetent |egal assistance to the agency.

M ni mum Qual i fications

TRAINING Admi ssion to practice lawin the State of West
Vi rgini a.

EXPERI ENCE Ni ne years of full-tine or equivalent part-tine
pai d experience in the practice of law, three years of
whi ch nust have been in an adm nistrative or supervisory
capacity.

SUBSTI TUTION One year of full-time or equivalent part-tine
pai d enpl oynent as an attorney with the agency assi gned
shal | be considered the equival ent of two years experience,
excluding the adm nistrative or supervisory requirenent.
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