Assistant County Attorney |

Information

Pay Range (Grade) A500

Employment Type Full-Time, 40 hours per week
Organization County Attorney - County Attorney
Location County Office Building

Reports to County Attorney

Leadership Duties No

Competency Group Professional

Classification Exempt (40032)

Summary

The Department of the County Attorney is seeking a professional individual with strong
interpersonal and legal analysis skills. As the Assistant County Attorney, you will provide legal
counsel to Carroll County stakeholders. Your advisory duties create preventative measures
ensuring compliance and protection by law. As an ethical professional, you will appear before the
District and Circuit Court of Carroll County to protect the County's interests.

Essential Duties

e Provide legal counsel to ensure County complies with federal, state, and local laws.
Negotiate to resolve disputes, conflicts, and lawsuits.

e Attend or conduct hearings and proceedings. Litigate cases before District, Circuit, and
Appellate Courts of Maryland.

e Draft, negotiate, and review contracts, legislation, and legal documents. Protect the legal
interests of the County with preventative and remedial measures.

e Assist in the preparation and presentation of training and legal educational programs.

e Ensure all work is complete and timely to support department goals. Evaluate feedback
and procedures to improve efficiency.
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¢ Invite collaboration and seek learning opportunities. Proactively assist peers to create a
supportive work environment.

e Exhibit integrity, ethics, and fiscal responsibility.

Skills

e Legal Analysis (Intermediate)
e Legal Consultation (Intermediate)

e Microsoft Office Suite (Intermediate)

Competencies

Service Excellence - Level 4

Definition: Providing service excellence to internal or external clients. Level summary: Provides
seasoned advice.

e Acts as a seasoned adviser, providing independent opinion on complex client problems
and novel initiatives, and assisting with decision-making.

¢ Pushes client to consider difficult issues that are in their best interests.

e Advocates on behalf of clients to more senior management, identifying approaches that
meet clients' needs as well as those of the organization.

Decision Making - Level 4

Definition: Using critical thinking, good business sense, and organizational values to make
decisions involving varying levels of risk and ambiguity. Level summary: Makes complex
decisions in the face of ambiguity.

¢ Makes complex decisions for which there is no set procedure.

e Considers a multiplicity of interrelated factors for which there is incomplete and
contradictory information.

e Balances competing priorities in reaching decisions.
e Takes crucial details into consideration, while maintaining a strategic perspective.

e Analyzes explicit and implicit dynamics and agendas of key stakeholders.

Collaborating with Others - Level 4

Definition: Working together with others in a cooperative and supportive manner to achieve
shared goals. Level summary: Coaches others and resolves conflicts.
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Coaches others on collaboration skills to promote high individual and group performance.
Facilitates beneficial resolutions to conflict among people.

Shares own knowledge and experience to support others to achieve personal and
business objectives.

Encourages people to share relevant information and knowledge with others.

Digital Literacy - Level 3

Definition: Engaging with digital technologies to accomplish goals and solve challenges in the
workplace. Level summary: Uses digital technologies in a wide range of standard and non-
standard activities.

Evaluates the quality of information obtained through online searches.

Uses digital technologies (e.g., cloud-based platforms) to facilitate collaboration and
accomplish goals.

Produces reports from the organization's digital assets to inform decision-making.

Identifies security concerns that could adversely affect the organization, such as a lack of
back-ups or virus protection.

Experiments with multiple software solutions to determine the most appropriate option for
producing the desired effect.

Utilizes standard features available to regular users in industry specific software.

Continuous Learning - Level 3

Definition: Identifying and addressing learning and developmental needs to enhance own
performance. Level summary: Implements a self-directed approach to learning.

Gathers information from varied sources to identify own strengths and weaknesses in
current position.

Plans learning targeted to specific developmental needs in current position.

Monitors progress in meeting learning goals and needs, updating learning approach as
needed.

Reflects on past experiences to generate insights to improve own work and the work of
others.

Negotiating - Level 3

Definition: Seeking to resolve different perspectives or matters of dispute by discovering shared
interests and finding mutually acceptable solutions. Level summary: Manages negotiations by
building a constructive environment.
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Creates an open and constructive environment for negotiation, assuring all parties that a
fair solution will be attained.

Persuades others to review their demands and reconsider their positions.

Expresses ideas/solutions in an appropriate manner to over come resistance, complaints
and frustration from others.

Builds rapport with the other parties to foster positive and productive relationships.
Creates value based on shared interests to produce win-win outcomes.

Articulates how personal biases and cultural differences may affect negotiations.

Organizational Awareness - Level 3

Definition: Understanding the workings, structure, culture, and distribution of power within and
beyond the organization; utilizing this understanding to solve problems and achieve desired
outcomes. Level summary: Understands and uses organizational culture, climate, and power
dynamics.

Achieves mutually-beneficial solutions based on understanding of issues and culture in
own and other organizations.

Recognizes what is and is not acceptable/possible at certain times given the
organizational culture, climate, and power dynamics.

Anticipates outcomes based on an understanding of organizational culture and power
dynamics.

Explains how organizational decisions are made and who influences them.

Utilizes an understanding of the roles people play in the organization to form alliances
and achieve results.

Thinking Strategically - Level 3

Definition: Seeing and synthesizing different sides of an issue, examining the full range of options
and outcomes, and building intellectual frameworks to guide analysis and action. Level summary:
Identifies and handles strategic issues.

Foresees longer-term implications of proposed positions, options and approaches that
are not readily apparent.

Exercises sound judgment in new situations in the absence of specific guidance.

Evaluates emerging opportunities and risks when articulating astute and defensible
options and recommendations.

Selects new information to share with key stakeholders in order to influence their
understanding and decisions.

Identifies the organizational context and priorities, how they interact and how they affect
issues.
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¢ Identifies the problem based on a broad range of factors, many of which are ambiguous
or difficult to define.

e Applies guidelines and procedures that leave considerable room for discretion and
interpretation.

Writing Skills - Level 3

Definition: Communicating ideas and information in writing, ensuring that messages are clear
and have the desired impact. Level summary: Provides in-depth information on specific topics.

e Tailors the vocabulary and the writing style to the audience and the media.
e Writes with the appropriate level of detail based on the purpose of the communication.
e Writes clear and accurate reports to summarize or explain activities, issues, or findings.

e Uses simple techniques (e.qg., graphics, intriguing titles) to increase the impact of the
writing.

e Applies with consistency the composition conventions and style guides for writing
specialized documents.

e Conveys critical nuances and qualifiers to facilitate complete understanding of the
material.

e Organizes the content of the writing based on the audience and the purpose of the
communication.

Education and Experience

e Juris doctorate degree and admission to practice law in the state of Maryland
e Up to one year of related experience

e A comparable amount of education and experience may be substituted for the minimum
requirement.

Licenses and Certifications

Required

¢ Member in good standing of the of Maryland State Bar

Additional Information

¢ Requires criminal background check as condition of employment.
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e Must be able to provide own transportation as needed for local travel.

Please note that this job description is not intended to provide an exhaustive listing of tasks, activities,
or responsibilities required of the employee in this role. Tasks, responsibilities, and duties may
change without notice.
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