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Classification:  General Counsel
Position Number: 364-200-7500-001

Position Duty Statement

	Date:
	Name of Incumbent:

	10/31/2025
	Vacant 

	Civil Service Title:
	Position Number:

	General Counsel, CEA
	364-200-7500-001

	Working or Job Title:
	Division/Unit:

	General Counsel
	Office of the General Counsel

	Supervisor's Civil Service Title:
	Location:

	Chancellor
	Sacramento

	Supervisor's Working Title:
	Work Hours/Shift:

	Chancellor
	8:00-5:00 FLSA Exempt

	Conflict of Interest Disclosure Category:
	License or Other Requirement:

	 FORMCHECKBOX 
 1      FORMCHECKBOX 
 2      FORMCHECKBOX 
 3      FORMCHECKBOX 
 4      FORMCHECKBOX 
 N/A
	N/A

	Supervises:

	1- Attorney V; 2 – Attorney IV; 2 – Attorney; 1- SSMI (Spec); 2 -AGPA; 1 – Executive Assistant

	You are a member of the Agency’s executive team, responsible for active participation in addressing issues related to leadership and policy setting for the Chancellor’s Office. You are also a leader of the Office of General Counsel, responsible for establishing policies and practices for its management and for leading a team of attorneys and professional staff.  You must model cooperative leadership with members of the executive team, colleagues in the Office of General Counsel, staff throughout the agency, and with stakeholders within the California Community Colleges. You exhibit creativity, productivity, and a commitment to equitable leadership.

	Program Identification:

	The Office of the General Counsel provides legal counsel to the Board of Governors, the Chancellor, and Chancellor's Office staff as requested; manages litigation in coordination with the Attorney General’s Office or retained firm counsel, drafts and reviews legal opinions, legal memoranda, correspondence, proposed legislation, and regulations; supervises agency contracting, the Board’s regulatory process, Public Records Act compliance, and administrative appeals of community college district determinations related to student discrimination complaints; provides advice related to human resources, serves as the agency’s privacy office, works with system stakeholders on policy development; and provides advice and assistance to community college district officials on the interpretation and implementation of laws affecting community colleges.

	Summary Statement:

	The General Counsel serves as the chief legal advisor to the Board of Governors, the Chancellor, and Chancellor’s Office staff, and is a key member of the Executive Cabinet, contributing to the development and implementation of agency policies and initiatives. The General Counsel provides strategic leadership for the Office of General Counsel, overseeing its legal, management, and policy functions, and plays a central role in addressing complex and high-impact issues affecting the system.

	Essential Functions (E) – Marginal Functions (M) 

	%
	Job Description

	30% (E)
	Executive leadership. Acts as the agency’s chief legal officer.  Participates in regular meetings with the Chancellor and with executive leadership to provide verbal advice and counsel on legal, management, and policy matters. Acts as the agency’s Privacy Officer, provides advice to the leadership of Chancellor’s Office divisions related to the implementation of their programs and the development and maintenance of agency policies and practices.  Monitors and supports litigation conducted by the Attorney General and outside counsel on behalf of the Board of Governors and Chancellor’s Office.  Performs other executive functions when other executives are absent. Contributes to agency responses to inquiries from state control agencies.

	30% (E)
	Office of General Counsel Management.  Manages 5 attorneys and 4 support staff. Defines job duties, provides feedback, supports training and development, and establishes expectations, develops and maintains Office of General Counsel policies and procedures.  Supervises the agency’s contracting, public records, regulatory, and privacy programs, administrative appeals from district determinations of student discrimination complaints. Assigns and coordinates attorney work. Reviews and edits Office of General Counsel work product. Advocates for appropriate funding and staffing resources for the agency’s legal functions.

	20% (E)
	Legal work.  Performs legal work typical of practicing attorneys, including legal research, analysis, and drafting related to matters of particular significance, sensitivity, or urgency. Lead the development of training activities for Chancellor’s Office staff and stakeholders.  Provides leadership in the development of demonstration and similar projects as needed by the Chancellor.

	10% (E)
	Stakeholder Engagement. Provides leadership to community college districts on the interpretation of state and federal laws affecting the California Community Colleges, including issuing legal opinions on matters of statewide significance. Participates in stakeholder consultation processes in the development of Chancellor’s Office policies, and Board of Governors’ regulatory actions.  

	10% (E)
	Board of Governors Support.  Attends all Board of Governors meetings and provides advice on pending litigation (and other appropriate matters) in closed session. Drafts and reviews proposed Board agenda items. Responds to inquiries from individual Board members.


	

	PROFESSIONAL CONTACTS:

· Frequent contact with the Board of Governors’ President, the Chancellor, and Chancellor’s Office staff at all levels.
· Frequent contact with community college district leaders.

· Frequent contact with Attorney General’s Office attorneys.
· Regular contact with the Foundation for California Community Colleges.

	SPECIAL PERSONAL CHARACTERISTICS:

· Experience, knowledge, or demonstrable interest in the following areas of law: litigation, public law, education law, public contracting, administrative law, legislation, employment law, labor law, civil rights.
· Ability to work independently and take initiative.
· Ability to work collaboratively as a leader and executive team member.
· Strong oral and written communication skills.

· Strong presentation skills. 
· Strong analytical and research skills.
· Positive attitude, open-mindedness, flexibility, tact, and patience.

· Strong commitment to educational equity.

· Excellent organizational skills and attention to detail.

· Ability to manage multiple, competing tasks, deadlines, and changing priorities.
· Commitment to following through on matters until their completion.
· Ability to identify and adopt effective courses of action to resolve complex problems.

· Working proficiency in Microsoft Word, Outlook, Excel, Teams, PowerPoint, and Zoom. 




	WORKING AND ENVIRONMENTAL CONDITIONS

· Work in a climate-controlled, closed-door office environment under artificial and natural lighting.

· Exposure to computer screens and other basic office equipment.

· Periodic overnight travel may be required.
· Hybrid work schedule available.

	I have read and understand all the requirements and information above and discussed the duties listed above with my supervisor and can perform them either with or without reasonable accommodation (RA).  (If you believe you may require RA, please discuss this with your hiring supervisor.  If you are unsure whether you require RA, inform the hiring supervisor who will discuss your concerns with the RA Coordinator.)

	Employee Signature:
	Date:

	

	

	I have discussed the duties of this position with and have provided a copy of this duty statement to the employee named above.

	Supervisor Signature:
	Date:

	


