DEPUTY ADMINISTRATOR-OFFICE OF ASSIGNED COUNSEL

DISTINGUISHING FEATURES OF THE CLASS: Under the general direction of the
Administrator — Office of Assigned Counsel, the incumbent of this class assists with the
effective management and operations of the Office of Assigned Counsel pursuant to
Chapter 186 of the Laws of Westchester County. This position is appointed by the
Administrator-Office of Assigned Counsel, in consultation with the Westchester County
Assigned Counsel Board of Directors, pursuant to New York State Civil Service law and
County hiring rules and regulations. Responsibilities include providing assistance and
support in all facets of the efficient operations and management of the Office of Assigned
Counsel. The Deputy Administrator shall act for and on behalf of the Administrator in his or
her absence. Supervision is exercised over professional and clerical employees. Does
related work as required.

EXAMPLES OF WORK: (lllustrative Only)

Assists in the management and administration of the Office of Assigned Counsel;

In collaboration with the Administrator, develops and monitors program policies, standards
and operational procedures of the Assigned Counsel Program regarding qualifications for
appointment to the panel of attorneys to represent indigent clients, recruitment of attorneys
to serve on the panel, limitations on attorney caseloads, guidelines for the administrative
responsibilities of panel attorneys and supervision and review of attorney caseloads and
quality of legal representation;

Assists with the review of applications for certification to the panel of attorneys based upon
recommendations from the person or organization tasked with review of certification or
recertification applications;

Ensures adequate attorney participation on the panel and training for assigned counsel,
including assignment of a mentor for all newly assigned panel attorneys;

Assists in overseeing a panel of attorneys to implement a prompt process for assignments
matching client needs to attorney ability, training and experience;

Reviews vouchers for services provided through the Assigned Counsel Program;

Assists in the preparation of an annual budget proposal for review by the Board of Directors
and submission to the County Budget Office;

Works with the Administrator to conduct periodic evaluations and reviews of the Program
budget, for the purpose of communicating the fiscal and programmatic needs of the program
to the New York State Office of Indigent Legal Services to obtain state funding;

Attends meetings with the Board of Directors and provides periodic reports as requested;

Assists the Board of Directors with preparation of an Annual Report for submission to the
County Executive and County Board of Legislators by December 315t of each year;
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EXAMPLES OF WORK: (lllustrative Only) (Continued)

Reviews requests from panel attorneys for use of funding for any non-attorney professional
services such as investigative, expert witness, forensic expertise, social work, interpreter,
mental health supervised visitation or any other professional service as required to provide
quality representation;

May perform other incidental tasks as needed, in support of the Office mission.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES:
Comprehensive knowledge of criminal law and procedure; comprehensive knowledge of
state and municipal laws, particularly concerning criminal law and family law; skill in the
representation of criminal defendants and/or adults in Family law matters; familiarity with
New York State’s 18B Assigned Counsel Program, skill in establishing and maintaining
effective professional relationships; strong interpersonal and managerial skills; ability to
analyze legal issues and identify significant cases and the skills required for effective
professional representation; ability to manage and direct the work of legal office staff;
excellent writing skills, experience in utilizing technology, including the Microsoft Office
Suite, Google Docs Editors Suite, and online vouchering systems, sound professional
judgment; commitment to quality; initiative; integrity; resourcefulness; dependability;
physical condition commensurate with the requirements of the position.

DESIRED TRAINING AND EXPERIENCE: A Law Degree* and a minimum of eight (8) years
of experience in the practice of law involving criminal and/or family law matters.

SPECIAL REQUIREMENT: Admission to the Bar of the State of New York at least eight
years prior to appointment.

*SPECIAL NOTE: Education beyond the secondary level must be from an institution
recognized or accredited by the Board of Regents of the New York State Education Office
as a post-secondary, degree-granting institution.

West. Co. Job Class Code: E0980
J. C.: Pending Job Group: XVII
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