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City and Borough
Alaska

Class Specification

Class Title Municipal Attorney

Class Code Number 1040

FLSA Designation Exempt

Pay Grade and Range 41

Effective Date September 2010

General Statement of Duties

Serves as the City and Borough of Sitka's legal counsel, responsible for legal matters involving the City
and Borough of Sitka; performs related work as required.

Distinguishing Features of the Giass

The principal function of an employee in this class is to serve as legal counsel and to provide legal advice
to the Assembly, Administrator and municipal personnel on legal matters involving the City and Borough
of Sitka. The Municipal Attorney prepares ordinances, resolutions, contracts, agreements, property
documents, court filings, and other legal documents. The Municipal Attorney also prosecutes violations of
municipal ordinances not handled directly by the Police Department, and related legal matters, including
certain criminal charges. The Municipal Attorney also defends the City and Borough of Sitka in court and
adjudicatory cases. The work is performed under the direct supervision of the Assembly, but extensive
leeway is granted for the exercise of independent judgment and initiative. Direct supervision is exercised
over the work of employee(s) in the class of Legal Assistant or Paralegal. An employee in this class
performs the duties of other employees in the City and Borough's Administration as required or as
assigned by supervisory personnel. In the absence of the Administrator or designee, an employee in this
class will temporarily assume full responsibility for duties of this position. The principal duties of this class
are performed in a general office environment.

Examples of Essential Work (Illustrative Only)

Plans, organizes and directs the organization, structure, activities and operations of the Legal
Department:
Advises the City and Borough Assembly, Mayor, Administrator and all departments on legal matters;
Prepares municipal ordinances, resolutions, contracts, agreements, property documents, court
documents, and related legal documents in coordination with the Administrator, Mayor and City and
Borough Assembly;
Prosecutes and defends all civil actions involving the City and Borough;
Manages department work, project and personnel activities of the Legal Department;
Maintains the confidentiality of privileged matters, balanced by the public's rights regarding Open
Meetings Act and Public Records Act;
Serves as Parliamentarian for Assembly meetings;






