
STAFF ATTORNEY 

Position Code:  3902 
WC Code:  8820 
FLSA Status: Exempt 
Pay Grade: 362 
Location:  Town Attorney’s Office 
Approval Date:  2022 

General Statement of Duties 
 

Performs complex professional work rendering legal services to the Town under the direction 

and regular supervision of the Town Attorney.  

 

Distinguishing Features of the Class 
 

An employee in this class is responsible for assisting the legal department in areas as assigned. 
Work involves performing legal research, interpretation, analysis and application of statutes, case 
law, regulations, policies, and ordinances to provide legal advice to Town employees to ensure 
all actions are performed in compliance with state and federal laws.  Work will include 
representing the Town in state and federal courts on legal matters including, but not limited to, 
requests for law enforcement agency recordings, subpoena requests, nuisance abatement 
actions, personnel matters, enforcement of Town ordinances, appeals of zoning decisions, 
collections matters, and other general civil litigation matters.  Work will include drafting and 
reviewing ordinances, resolutions, policies, contracts, and other legal documents on behalf of the 
Town.  Work requires an employee in this class to exercise considerable judgment and 
confidentiality.  Work is performed under the direction and regular supervision of the Town 
Attorney. 
 
Thorough knowledge of local government law, zoning and land use law, employment law, 
criminal law and procedure, constitutional law, tort law, contract law, public records law, and 
open meetings laws; thorough knowledge of local, state, and federal laws and court decisions 
affecting municipalities.  

General Duties and Responsibilities 
 

Performs legal research and provides legal advice and assistance to Town employees as directed 
by the Town Attorney. 
 
Provides legal advice, policy advice, and counsel on police related matters. 
 



Represents the Town in state and federal court on general civil litigation matters, including 
requests for release of law enforcement agency recordings, nuisance abatement actions, 
personnel matters, zoning and land use matters, enforcement of Town ordinances, collection 
matters, and other general civil litigation matters. 
 
Drafts, reviews, and assists with the preparation of contracts, ordinances, resolutions, 
memoranda, policies and other legal documents and correspondence. 
 
Reviews and responds to public records requests, including thorough review of voluminous 
documents and emails for redaction and privilege. 
 
Collaborate as needed with retained counsel on specialized matters to assist with discovery 
responses and document review, including thorough review of voluminous documents and 
emails for redaction and privilege. 
 
Performs administrative duties as assigned including typing documents, answering phones, and 
scheduling meetings. 
  
Performs other related duties as assigned. 

Recruitment and Selection Guidelines 
 

Knowledge, Skills, and Abilities 

 
Comprehensive knowledge of municipal law, zoning and land use law, criminal law and 
procedure, constitutional law, personnel law, contract law, public records law, and open 
meetings law. 
 
Comprehensive knowledge of state and federal laws and court decisions affecting municipalities. 
 
Ability to think critically and work collaboratively with others. 
 
Ability to interpret and apply statutes, administrative regulations, court decisions and other 
precedents. 
 
Ability to handle civil litigation cases. 
 
Ability to anticipate legal issues and problems affecting the Town. 
 
Ability to analyze facts and interpret laws to make recommendations for resolution. 
 
Ability to communicate complex ideas effectively, both orally and in writing. 



 
Ability to plan, prioritize, and organize work effectively to produce quality work within identified 
deadlines. 
 
Ability to establish and maintain effective working relationships with Town officials, court 
officials, members of the bar, and the public. 
 
Ability to perform legal research and general knowledge of the materials, practices and 
methodology utilized for legal research. 
 
Knowledge of Town government structure and operation of the council-manager form of 
government. 
 
Comprehensive knowledge of office automation equipment and software; specifically, Microsoft 
Office Suite and Adobe Acrobat.   
 
Ability to draft, review and analyze contracts, ordinances, resolutions, policies, and other legal 
documents. 
 
Ability to work independently on responsible and confidential assignments. 
 
Ability to be tactful and courteous. 

Physical Requirements 
 

Must be able to physically perform the basic life operational functions of climbing, balancing, 
stooping, kneeling, crouching, reaching, standing, walking, pulling, pushing, lifting, grasping, 
speaking, and hearing. 
  
Must be able to perform sedentary work exerting up to 15 pounds of force occasionally; and/or 
a small amount of force constantly to move objects. 
  
Must possess the visual acuity to prepare and analyze data, extensive reading, and visual 
inspections to determine accuracy, neatness and thoroughness of work assigned. 
 

Minimum Qualifications 
 

Must have a Juris Doctorate degree from an ABA accredited law school and a minimum of three 
(3) years’ experience as a practicing attorney.  Must be currently licensed to practice law in the 
State of North Carolina and be in good standing with the North Carolina State Bar. 

Preferred Qualifications 
 

2-4 years’ experience in municipal law 



Special Requirements 
 

Licensed to practice law in the State of North Carolina and in good standing with the North 
Carolina State Bar. 
 
Possession of a valid North Carolina driver’s license.   
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