COMPENSATION DIVISION

POSITION DESCRIPTION  oeearmventor siare civi seevice
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1 TYPE OF REQUEST

Check appropriate request boxes. If master job description, please attached master list of positions.

<X uPDATE [] AGENCY APPEAL [] MASTER ___ #requested
]:[ JOB CORRECTION |:| 5.3 APPEAL |:| CAREER MAJOR AGENCY CODE & POSITION NUMBER
PROGRESSION GROUP PERSONNEL AREA CODE
50390085
[] New POSITION 0700/0273
CURRENT OFFICIAL JOB TITLE (IF POSITION IS IN A CPG, LIST CAP OF ALLOCATION) CURRENT PAY LEVEL CURRENT OFFICIAL JOB CODE
Executive Counsel N/A 504170

2 INFORMATION REQUIRED FOR NEW POSITION ror 14 Gov HcM AGENCIES ONLY
ORGANIZATIONAL UNIT NUMBER COST CENTER NUMBER /FUND WORK PARISH

PERSONNEL SUBAREA

EMPLOYEE GROUP (CHOOSE ONE)
[] FTHOURLY [] FTSALARY [] PTHOURLY

3 GENERAL INFORMATION

EMPLOYEE’S NAME — LAST, FIRST Employee Qualifies For Job HUMAN RESOURCES CONTACT
Robert, Deidre B ves [INo Charles Wood
AGENCY/DEPARTMENT — OFFICE — DIVISION HUMAN RESOURCES TELEPHONE
DOTD/Office of the Secretary/S01/G001 ( 225 )379-1669

OFFICIAL TITLE OF SUPERVISOR DIRECT SUPERVISOR’S POSITION NUMBER HUMAN RESOURCES EMAIL
Secretary - DOTD 7119 Charles.Wood @la.gov

4 COMPARATIVE POSITIONS List positions that have similar or identical duties to this position.
INCUMBENT NAME POSITION NUMBER OFFICIAL JOB TITLE / AGENCY

5 SUPERVISORY ELEMENTS ORGANIZATIONAL CHART MUST BE A

B DETERMINES WORK ASSIGNMENTS RECOMMENDS HIRING/PROMOTIONS [X] TRAINS STAFF NUMBER OF
6 DIRECT

BJ REVIEWS AND APPROVES WORK B PREPARES & SIGNS PES RATING [X] APPROVES LEAVE SUBORDINATES

6 ATTACHMENTS Check to indicate attachments.

[ organizational Chart (required) [X] Duties / Responsibilities (required) [ comments [] MID Position Numbers [] Contracted Personnel Form

7 SIGNATURES

Sign and print below.

| certify that the information in this document is true and correct to the best of
my knowledge.

| certify that | have reviewed the position description. | disagree with a portion of
the contents and have attached comments.

| certify that | agree with this document.

DATE
D | certify that | have reviewed the position description. | disagree with a portion
DIRECT SUPERVISOR of the contents and have attached comments.
DATE
"’,."’l":. ’ & s | certify that | agree with this document.
APPOINTING AUTH fulced 2 G~

D | certify that | have reviewed the position description. |
disagree with a portion of the contents and have attached
comments.

PRINT NAME AND TITLE OF APPOINTING AUTHORITY
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8 JOB DUTIES AND RESPONSIBILITIES

Provide a brief statement describing the function of work or reason why the position exists. List duties indicating the percent of time spent for each area of
responsibility. If applicable, describe any unusual physical demands and/or unavoidable hazards of the position. Attach additional pages if necessary.

PERCENTAGES MUST TOTAL 100%  LIST DUTIES IN DECREASING ORDER OF IMPORTANCE / COMPLEXITY. THE NEED FOR SPECIAL LICENSE, POLICE COMMISSION,

KNOWLEDGE OR TRAINING MUST BE INDICATED BELOW, IF APPLICABLE.

While in official capacity, DOTD employees must comply with applicable Louisiana and Civil Service laws,
rules, and regulations, as well as DOTD policies, procedures, manuals, and directives.

The DOTD Executive Counsel, as directed by the DOTD Secretary and in support of the Department’s mission,
vision, and values statement, shall:

50%

25%

10%

5%

5%

5%

Serves as chief legal counsel to the DOTD Secretary and provide legal counsel and guidance to the
management staff of the Department and, whenever directed by the Secretary, to the members and
appointed staff of boards, commissions, authorities, etc. which operate under the purview of the
Department.

Provides leadership and supervision over the staff, operations, processes, and activities and functions of
the DOTD Internal Auditor and/or the DOTD Investigator, the Legal Section (Section 47), and other
staff as assigned by the Secretary.

Serves as key assistant to the Secretary, Deputy Secretary, Undersecretary, and Assistant Secretaries for
the development, interpretation, and facilitation of implementation of laws, rules, regulations, and
procedures related to federal, state, and local transportation and public works/water resources policy.

For certain high profile cases, as directed by the Secretary, monitors, directs and controls professional
and paraprofessional legal services of the Department and the legal services provided to the Department
by outside counsels.

Represents the Secretary and/or the Department in legislative, judicial and administrative hearings,
meetings and forums, and in other matters as directed by the Secretary.

Performs other duties, activities and tasks assigned by the Secretary.

Qualifications:
Possession of a license to practice law in the state of Louisiana.
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