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JOB DESCRIPTION 
 
  

TITLE                          MANAGER, LEGAL SERVICES 
 

QUALIFICATIONS   
 
 To perform this job successfully, an individual must be able to perform each essential duty 

satisfactorily.  The requirements listed below are representative of the knowledge, skill, 
and/or ability required.  Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 

  
Education/ 
Experience 

Bachelor’s degree; or four years related experience; or equivalent 
combination of education, training, and experience which provides the 
required knowledge, skills and abilities for this position.   
 

Language Skills Ability to read and interpret documents such as legal documents, 
bargaining unit contracts, governmental regulations and procedures 
manuals.  Ability to write reports and business correspondence.  Ability 
to effectively present information and respond to questions from groups 
to include but not limited to: administrators, employees and Board 
members. 
 

Mathematical Skills  
 

Ability to calculate figures and amounts such as discounts, interest, 
commissions, proportions, percentages.  Ability to apply concepts of 
basic algebra. 
 

Certificate/License N/A 
 

Reasoning Ability Ability to define problems, collect data, establish facts, and draw valid 
conclusions.  Ability to interpret an extensive variety of technical 
instructions in mathematical or diagram form and deal with several 
abstract and concrete variables. 
 

Physical Demands The physical demands described here are representative of those that 
must be met by an employee to successfully perform the essential 
functions of this job.  Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions.  
While performing the duties of this job, the employee is required to sit, 
talk and hear; stand and walk; use hands to finger, handle, or feel; reach 
with hands and arms. The employee occasionally lifts and/or moves up to 
20 pounds.  Specific vision ability required by this job includes close 
vision, distance vision, and the ability to adjust focus.  The employee 
shall be free of any alcohol or non prescribed controlled substance while 
on duty.  In addition, the employee shall be free of any substance, 
prescribed or otherwise, that impairs the employee’s work performance 
or the safety of others while on duty. 
 



  

Work Environment The work environment characteristics described here are representative 
of those an employee encounters while performing the essential functions 
of this job.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. The noise 
level in the work environment is usually quiet. 
 

REPORTS TO District General Counsel 
 

GENERAL RESPONSIBILITIES 
 

1. Investigates complaints against employees and volunteers. 
 

2. Assists the District General Counsel on legal matters.  
 

 
SPECIFIC RESPONSIBILITES 
 

1. Conducts investigations of alleged employee misconduct as assigned. 
 

2. Coordinates appointments, schedules and interviews for all investigations. 
 

3. Compiles information regarding complaints and investigations and reports such 
information to the Director of Employee Investigations. 
 

4. Conducts interviews with the affected parties for the purpose of gathering information 
regarding alleged incidents. 
 

5. Prepares written documentation of investigatory findings and makes recommendations to 
the Director of Employee Investigations. 

 
6. Maintains a variety of complex and confidential files and records (e.g. investigations, 

case files, legal documents, etc.) 
 

7. Prepares a wide variety of written materials (e.g. state reports, legal documents, 
correspondence, etc.) for the purpose of documenting activities, providing written 
reference and/or conveying information in accordance with district, state and federal 
requirements. 
 

8. Assists in the Legal Department as assigned by the District General Counsel. 
 

9. Performs other duties as assigned. 


