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JOB FAMILY: Executive FLSA STATUS: Exempt 

JOB CODE: XX SALARY RANGE: $XXX - $XXX 

UNION CODE: XX PROBATION PERIOD: XX 

 

CLASSIFICATION SUMMARY: 

This is a stand-alone classification devoted to managing and providing professional legal advice, special 
litigation support and other services for the City, its staff and the City Council.  Incumbents oversee the 
provision of licensed professional legal counsel and representation to the City.  Work may include 
researching legal issues; providing legal advice and direction; representing the City in litigation; 
reviewing, processing and defending claims against the city; reviewing and drafting contracts, 
documents, ordinances and city regulations; participating in problem-solving regarding city issues; 
interpreting laws, rulings and regulations; representing the legal department to the community and when 
attending official meetings.  Incumbent serves as a second-level or higher supervisor and make 
interpretive decisions on behalf of the organization regarding the means for executing the goals 
established by the relevant executives and governing body subject to constraints imposed by available 
technology and resources.  Such interpretive decisions provide context for the work to be accomplished 
by subordinates supervised within the units managed. 

 

DISTINGUISHING CHARACTERISTICS: 

This is a stand-alone classification within the Executive job family. 
 

SUPERVISION EXERCISED / SUPERVISION RECEIVED: 

Incumbent supervises professional, paraprofessional and support staff including conducting performance 
evaluations, coordinating training, and implementing hiring, and discipline and termination procedures.  
Work is performed according to overall management and strategic objectives and is reviewed for 
outcomes produced and results obtained. 

 

ESSENTIAL DUTIES: 
This class specification represents only the core areas of responsibilities; specific position assignments will vary 
depending on the needs of the Department. 

Supervises staff including conducting performance evaluations, coordinating training, and implementing 
hiring, and discipline and termination procedures.   

Provides legal advice and representation to the City Council, City boards, commissions, committees, task 
forces and City staff in general municipal, public liability and workers’ compensation claims and litigation; 
provides advice on legal issues related to policy matters; works with stakeholders in developing strategy, 
solving problems and providing resolutions; represents the City at public meetings. 
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ESSENTIAL DUTIES: 
This class specification represents only the core areas of responsibilities; specific position assignments will vary 
depending on the needs of the Department. 

Conducts legal research; drafts legal opinions; reviews agenda reports; reviews and prepares 
agreements; prepares ordinances, resolutions, regulations and administrative policies. 

Assists the Code Compliance Unit in the prosecution of City Code violations; ensures compliance with 
zoning requirements; protects the public treasury; provides expert legal advice to City officials. 

Reviews, oversees and pursues available collection options with available resources for outstanding 
judgements. 

Manages assigned budget; reviews requirements and makes decisions regarding expenditures, 
recommendations and adjustments. 

Performs other duties of a similar nature and level as assigned. 

 

EDUCATION AND EXPERIENCE:  
Juris Doctorate and eight years of progressively responsible legal experience including two years of legal 
leadership experience. 
 

 

LICENSING/CERTIFICATIONS: 
 Admission to the California State Bar,  

 Licensed to practice law in California. 
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KNOWLEDGE OF:  
 Supervisory principles, practices and techniques. 
 Practices and methods of coaching and leading the work of others. 
 Principles, practices and methods of public and business administration. 
 Principles and practices of executive and strategic leadership. 
 Legal principles, practices, procedures and rules related to municipal government operations. 
 Legal research principles; 
 Advanced principles and practices of program administration and executive management. 
 Best practices, trends and emerging technologies. 
 Recent developments, current literature/trends, and sources of information related to municipal legal 

administration. 
 Principles and applications of critical thinking and analysis. 
 Principles and practices of budgeting and fiscal management; working knowledge of fund accounting. 
 Conflict resolution and negotiation strategies. 
 Principles and practices of strategic planning. 
 Principles and techniques of effective oral presentations. 
 Principles and practices of group facilitation and building consensus. 
 Contract administration principles. 
 Risk management principles. 
 Applicable federal, state and local laws, codes, regulations (based on assignment). 
 Customer service principles. 
 Specialized equipment relevant to area of assignment. 
 Modern office technology. 

 

SKILL IN:  
 Managing, supervising, evaluating and motivating staff. 
 Training, coaching and overseeing the development of staff. 
 Providing legal advice and representation related to municipal policy matters, claims and litigation. 
 Conducting legal research and preparing legal opinions and documents. 
 Reviewing research and implementing industry trends, solutions and best practices. 
 Directing the analysis, evaluation and interpretation of written materials and statistical data for reports 

and recommendations. 
 Authoring and editing complex reports and documents. 
 Facilitating group discussions and building consensus using persuasive reasoning. 
 Facilitating effective collaboration. 
 Providing mediation, negotiation and conflict resolution. 
 Managing budgets and allocating resources to achieve strategic objectives. 
 Exercising strategic and political acumen, tact and diplomacy. 
 Public speaking. 
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SKILL IN:  
 Interpreting and applying applicable laws, codes, regulations and standards (based on assignment). 
 Providing customer service. 
 Utilizing a computer and relevant software applications. 
 Utilizing communication and interpersonal skills as applied to interaction with coworkers, supervisors, 

the general public and others to sufficiently exchange or convey information and to receive work 
direction. 

ADA AND OTHER REQUIREMENTS: 
Positions in this class typically require: fingering, talking, hearing, seeing and repetitive motions. 
 
Sedentary Work:  Exerting up to 10 pounds of force occasionally and/or a negligible amount of force 
frequently or constantly to lift, carry, push, pull or otherwise move objects including the human body.  
Sedentary work involves sitting most of the time.  Jobs are sedentary if walking and standing are 
required only occasionally and all other sedentary criteria are met. 
 
Working Conditions:   
Work is routinely performed in an indoor, office environment. 

 

NOTE:   
This job classification description is intended to be generic in nature.  It is not necessarily an exhaustive 
list of all duties and responsibilities.  The essential duties, functions and responsibilities and Fair Labor 
Standards Act (FLSA) designation may vary based on the specific tasks assigned to the position.  The 
FLSA is a recommendation only.  Final FLSA to be determined by City of Oxnard. 

CLASS HISTORY INFORMATION:  
Draft prepared by Gallagher Benefit Services, Inc. 
Date:  (08/13/2018) 

 


