League of Oregon Cities

JOB DESCRIPTION
Position Title: Legal Assistant Date: July 2022
Department: Legal Research Department
Accountable to: General Counsel

Supervision Exercised: = None

Classification Status: None - Exempt / Regular Full-time / Grade 11

Primary Objectives of the Position

The Legal Assistant performs administrative, clerical and research support services for the Legal Research
Department and Intergovernmental Relations Department. Primary duties include the preparation of legal
documents, assisting with confidential human resources files, supporting the work of the organization’s
legislative advocacy efforts, coordinating and facilitating events managed primarily by the Legal Research
or Intergovernmental Relations Departments, researching existing and proposed laws, and regularly
handling confidential information. Work is performed with independence but in conformance with
established program policies and guidelines and will involve a considerable amount of public contact.

Essential Functions of the Position

Assist attorneys and lobbyists with a variety of clerical and administrative support activities,
including working with confidential and privileged records. Update databases, spreadsheets and
word processing. Update, verify and track information. Provide standard reports.

Provide general administrative support to a wide range of events managed by the Legal and
Intergovernmental Relations Department, including events associated with the National League of
Cities, City Day at the Capital, and Elected Essentials training programs, which is to include:
building and maintaining event registrations, tracking registrations and troubleshooting issues,
creating forms, helping attendees with registration, processing and mailing invoices, making room
reservations, communicating with attendees, ordering catering, creating attendee lists, sign-in
sheets and name badges, preparing and printing materials, and creating surveys for attendees to
complete.

Maintaining employee and organizational files, both electronically and in paper form, as necessary.
Set up new files and archive old files as requested.

Handle information this is privileged, confidential and sensitive on a regular basis.
Prepare briefs and other pleadings according to applicable circuit court or appellate court rules.

Assist in preparation of memoranda, action alerts, policy summaries and articles of general interest
for Bulletins, monthly magazines, agency and board review.

Assist in responding to inquires from organizational staff, member cities, state legislative staff,
state fiscal office staff, the Governor’s office, state agencies, and the Oregon Congressional
delegation.

Assists in staffing the Oregon City Attorneys Association, Oregon City Planning Director’s
Association, LOC’s Legislative Committee, and LOC’s Policy Committees by preparing materials,
attending meetings, writing minutes, coordinating logistical matters, and generally assisting any
lead staff person.

Provides administrative support to lobbyists during legislative session, which may include data
entry related to bills, coordinate fiscal impact requests, taking notes during legislative hearings, and
assisting with the preparing of floor letters and member testimony.



e Assists with the creation, maintenance, and management of content on the LOC website while
adhering to LOC communication standards and strategic goals, this includes: writing text;
populating content; creating new web pages; and uploading documents.

e Maintains cooperative working relationships with staff, clients, other organizations, and the public.

e Maintains a high degree of knowledge of laws and regulations pertaining to city operations in
Oregon.

e Follows all safety rules and rules for work areas.

e Demonstrates professionalism in communications, work habits, and attire; commitment to
customer service and growth of the organization; a positive attitude; and regular office attendance.

e Performs other related duties as assigned.

Screening Criteria

Education and Experience
High school diploma or GED
AND

Three or more years of experience as a legal assistant or in a related field that demonstrates possession of
the knowledge, skills, and abilities as listed in this job description.

OR

Any equivalent combination of education and experience which ensures the ability to perform the essential
functions of the position.

Necessary Special Requirements

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

Knowledge, Skills, and Abilities

e [egal processes, terminology, and formatting of legal documents.

e  (Circuit and appellate court rules and procedures.

e Utilize property English grammar, spelling, usage, and punctuation in creating and proof-reading
correspondence, pleadings, and other documents.

e State and federal eFiling rules.

e Use of Westlaw, bill tracking and litigation docketing software.

e Excellent project management skills including organization, attention to detail, budgeting, and
communication.

e Skilled in prioritizing, guiding and managing projects, in an environment where competing
demands may exist.

e Ability to communicate and express ideas effectively in writing and orally.

e Ability to maintain a high degree of discretion when dealing with sensitive and/or confidential
information.

e Ability to establish and maintain effective working relationships with a wide range of constituent
groups including co-workers, city officials, legislators, legislative staff, academics, federal and
state agency administrators, and other local government associations.

e Ability to model high standards of quality customer service to all internal and external customers.

Desirable Experience and Training

e Knowledge of or experience working with municipalities and/or legislative bodies.
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Physical Requirements/Work Conditions
General Office Worker / Legal Assistant .l m

Frequency Deflnltlons. League of Oregon Cities
(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

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)
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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

Condition Comments/Detail
Computer
Mouse/Trackball
Ten Key/Calculator
Copier

Fax Machine
E-mail

Telephone

Hand Tools

Automobile (company X
personal [X])

Other (specify)
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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

Cc

Physical Demand

Description (if O, F, or C

checked)
Standing
Walking
Sitting
Driving Travel to/from training locations

Lifting/Lowering (Max: 50 Avg. 25
Ibs.)
with assistive equipment?

Yes X No []

Carrying (Max: 20 Avg. 5 Ibs.)

Pushing (Max: 50 Avg. 25 Ibs.)

Pulling (Max: 50 Avg. 25 Ibs.)

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)
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