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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
PROG RESS'ON GROUP PERSONNEL AREA CODE 50477162

[] NEW POSITION 0700, & 027

CURRENT OFFICIAL JOB TITLE (IF POSITION IS IN A CPG, LIST CAP OF ALLOCATION) C”RRE:; ';AZ‘:EWL CURRENT OFF 'S;L ;ggcoos

Attorney-Deputy General Counsel 2 ;

REQUESTED OFFICIAL JOB TITLE REQUESTED PAY LEVEL | REQUESTED OFFICIAL JOB CODE

2 INFORMATION REQUIRED FOR NEW POSITION rorLa Gov HCM AGENCIES ONLY

ORGANIZATIONAL UNIT NUMBER WORK PARISH PERSONNEL SUBAREA EMPLOYEE GROUP (CHOOSE ONE)
[] FTHOURLY
] FTSALARY

(] PTHOURLY
COST CENTER GRANT FUND WBS ELEMENT ORDER

3 GENERAL INFORMATION

EMPLOYEE’S NAME — LAST, FIRST Employee Qualifies For Job HUMAN RESOURCES CONTACT
Vacant Oves [Ono Joey Bishop
AGENCY/DEPARTMENT — OFFICE — DIVISION HUMAN RESOURCES TELEPHONE
DOTD/Secretary/Legal/S47/G001/EBRP ( 225 )379-1291

OFFICIAL TITLE OF SUPERVISOR DIRECT SUPERVISOR’S POSITION NUMBER HUMAN RESOURCES EMAIL
Attorney-General Counsel 3 14260 joseph.bishop@Ila.gov

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

None in this agency.

5 SUPERVISORY ELEMENTS ORGANIZATIONAL CHART MUST BE ATTACHED

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

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

6 ATTACHMENTS Check to indicate attachments.

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

7 SIGNATURES Sign and print below.
O

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

D 1 certify that | have reviewed the position description. | disagree with a portion of

EMPLOYEE the contents and have attached comments.
DATE D 1 certify that | agree with this document.
D | certify that | have reviewed the position description. | disagree with a portion
DIRECT SUPERVISOR of the contents and have attached comments.

I certify that | agree with this document,

i
odlere T 7,
INTING AUTHORITY (R d) W 7f/1/‘2}
APPOI G ORI equire
= N 1 certify that | have reviewed the position deseription. |
h l D r a ead—, ve Lo disagree with a portion of the contents and have attached
w me ) 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.

Attorney-Deputy General Counsel 2, Position No. 50477162

The incumbent reports to the General Counsel 3 for the Department of Transportation and Development (DOTD) and
serves as assistant section head of the Department’s Legal Section. This position is required to provide highly technical
legal advice and services along with administrative management duties in support of DOTD’s mission. This position has
two Deputy General Counsel 1 positions and one administrative assistant as direct reports.

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.

55%  Serves as the principal assistant to the General Counsel for DOTD to fulfill the mission of the Legal Section.
Organizes and directs activities of the Legal Section as assigned by the General Counsel. Acts as General Counsel
in the absence of the General Counsel. The Deputy General Counsel assists the General Counsel in the exercise
of his or her duties. Some of those duties may be delegated to the Deputy including, but not limited to,
representation of the Department in civil actions brought on behalf of, or defended by the Department.

The Deputy General Counsel will be called upon to contribute ideas and manage complex projects and
initiatives that will have a direct impact on the success of the organization.

The Deputy General Counsel is responsible for directing, coordinating, and reviewing the preparation of legal
opinions, reports, recommendations, briefs, and other documents. He or she will provide expert advice to
executive leadership on complex legal matters for DOTD’s programmatic or operational decisions regarding
construction law, employment law, public records act, procurement and other incidental areas of law related to
the DOTD’s mission. He or she will oversee and manage the work of outside legal counsel when requested,
provide legal advice to the Districts in order to assure the districts compliance with policies and federal and state
law and regulations and/or respond to potential or actual legal action against the District, represent the District in
litigation, legal matters, and adversarial meetings when requested (e.g. subpoena, hearings, testimony), and assists
in the planning and development of legal section standard operating practices and policies.

The Deputy General Counsel also directly manages and supervises the Attorney Supervisors that serve the
Department. He or she ensures that duties, responsibilities, authority and accountability of all direct subordinates
are defined and understood, and assists the General Counsel 3 in administrative and/or legal matters as they arise.
This includes, but is not limited to, planning, organizing and controlling work activities of the Legal Section,
assisting with operational and strategic planning, researching and interpreting applicable law or facts for decision
making, and plans, assists with, and reviews other matters as they relate to the Legal Section. He or she provides
advice and guidance to the Attorney Supervisors regarding proper course of action in legal matters for each
section, and assists with the development, implementation and monitoring of various programs, policies and
overall procedures in the Legal Section. He or she coordinates the selection and assignment of subordinate staff,
identifies staff development needs, and assures that training is obtained.

25%  Responsible for all aspects of DOTD’s annual legislative process. Works directly with the Attorney Supervisors
and recommends, evaluates, prepares, supervises, coordinates and directs drafting and preparation of DOTD’s
annual legislative package. He or she supervises and directs the selection of the attorneys for legislative
assignments, identifies the needs of the Department, and reviews the legal implications of proposed legislation in
terms of foreseeable effect on the Agency. Coordinates the review, approval and pre-filing of DOTD’s legislative
package with Governor’s office, DOTD’s Legislative Liaison, Legislators, and staff of appropriate House and
Senate Committees of the LA Legislature. Monitors, tracks and analyzes legislative instruments during regular

Position Description SCS will keep this document for six (6) years. Page 2 of 3



and extraordinary sessions of the LA Legislature which may affect or impact DOTD. Reviews, coordinates with
and advises DOTD officials and employees, legislators, legislative staff and Governor's staff on pending
legislative instruments. Coordinates, monitors, and reports on DOTD’s compliance with enacted Legislative
requirements.

15% Assists in resolving legal issues and questions presented by various levels of Department personnel. May attend
meetings where providing legal advice is necessary covering various functions of DOTD. Assists in reviewing
and approving legal documents and responds to issues needing legal opinions and/or clarification. Assists in the
planning and preparation of the Legal Section manuals and procedures, and acts as the legal resource in replying
to complex inquiries from various entities and other Agencies. He or she must perform all job duties with the
highest degree of professionalism in accordance with established principles of the legal profession and the legal
and ope‘ration policies of the agency.

5% Performs other general responsibilities and special projects as directed by General Counsel. May be required to
perform other duties as necessary, including but not limited to emergency/disaster support activities.

100%
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OFFICE OF SECRETARY

(MELD FOR DETAL)

B4GE0 AS-620

Mancy Grush.
MAttorney 3
25739 AS620

Nezida larreau

Admiin. Assist, 4

92207 AS-611

LEGAL - SECTION 47
]
Stweelogan
Admin. Assistant 5 VACANT
T30 A1, Student Worker
50539651
~ Sunmer Student
Personna 5. Hogan
Adrmin. Coord & SRERRT
i o Student Worker
50539653
Summer Student
|
VACANT
Student Worker
SO539657
Yeat-Round Law Student
|
VACANT
Student Worker
] o
Laura Bllender
Attorney 4
50594568 AS-621
Chad Mayo
Pight-Way Agent 4
165104 AS-61T
Charlene Patterson
e TOTALTO = 36
FILLED = 34
DOUBLE ENCUMBERED =0
Virginla Pugh VACANT = 2
il DETAILED = 4
STUDENT approvals = 3 year

round students; 0 year-round
student positions filled
Admin, Coord, June 1, 2023




