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Assistant City Attorney

Job Characteristics

Purpose

Performs professional legal work; assists with the administration and control of the City Attorney’s Office; acts on behalf of the City Attorney in the latter’s absence; performs related and other work as required.

Equipment, Methods & Guidelines

Uses a variety of legal references describing Federal, State, and local laws, ordinances, policies, procedures, and decisions of courts or quasi-judicial bodies. Uses written and oral language skills.

Working Conditions

Include inside work involving travel and frequent attendance at evening meetings. Also include occasional irregular hours necessary to meet deadlines.

Physical Demands

Emphasize speech, hearing, and vision.

Supervisory Guidance Received/Given

Supervision received is frequently characterized by administrative support and control intended to define objectives and problems. Although the full range of supervisory authority is not delegated, an incumbent does provide lead direction to clerical staff in order to accomplish work assignments.

Allocation Factors/Distinctions

Appointive position in the City’s Exempt Service.

Examples of Duties

1. Represents the City in various proceedings such as court and jury trials, oral arguments on pre-trial motions, and hearings before official bodies.

2. Prepares opinions considering the actions, powers, duties, functions, and obligations of City officials; provides legal advice and counsel on other matters, such as acceptable methods of gathering evidence.

3. Reviews claims against the City, determining appropriate courses of action; reviews contracts, agreements, and bonds; responds to motions for pre-trial discovery.

4. Advises on legal aspects associated with annexation, eminent domain proceedings, elections, and special district formation proceedings.

5. Assists City Attorney in making decisions regarding when to prosecute, compromise, or dismiss civil litigation and advises department heads, City Manager, and City Council on such matters.

6. Studies, interprets, and applies laws, court decisions, ordinances, and other legal sources in advising officials of the City in legal matters.

7. Drafts ordinances, resolutions, permits, deeds, and other legal documents.

8. Works with the City Attorney in planning, organizing, and coordinating the work of other staff members assigned to the City Attorney’s Office.

9. Represents the City Attorney and functions in the absence of that official as required or assigned.

Desirable Qualifications

Knowledge and Abilities

Knowledge of legal principles and their application to California Codes, municipal ordinances, and constitutional low; the duties, powers, limitations, and authority of a City Attorney’s Office; of the organization, powers, and limitations of governmental functions and officials with particular emphasis on municipalities; of local, State, and Federal court procedure and rules of evidence; and of legal research methods. Ability to analyze, appraise, and apply legal principles and precedents to difficult legal problems; to conduct legal research and prepare legal correspondence; to present law, facts, and arguments clearly and logically in written and oral form; to effectively plan, organize, lead, and control the work of assigned staff; to effectively represent the City in a variety of legal matters; to perform effectively under the conditions associated with the work; to meet the physical demands of the work; and to establish and maintain cooperative and effective relationships with those contacted in the course of work. 

Education/Experience

Any combination equivalent to experience and education that would likely provide the required knowledge and abilities would be qualifying. A typical way to obtain the knowledge and abilities would be:

Experience: Three years’ experience as a practicing attorney, typically including rendering advice to elected and/or appointed officials and employees on questions of law; conducting and supervising litigation for, or in defense of, a public agency; preparing briefs; and, presenting arguments in court and before administrative bodies without supervision.

Other Requirements

Active membership in the State Bar of California. A California Driver’s License and satisfactory driving record are conditions of initial and continued employment.
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