ASSIGNED COUNSEL ADMINISTRATOR

DISTINGUISHING FEATURES OF THE CLASS: The work involves responsibility for
administering and implementing the County Article 18 B Assigned Counsel Program. The
incumbent performs tasks associated with the program including eligibility determinations,
assignment of counsel and tracking of cases, financial management and overall records
maintenance. The work is performed in accordance with guidelines provided by Article 18B of
the County law. Supervision may be exercised over subordinate staff. Does related work as
required.

TYPICAL WORK ACTIVITIES: The typical work activities listed below, while providing
representative examples of the variety of work assignments in the title do not describe any
individual position. Incumbents in this title may perform some or all of the following, as well as
other related activities not described.

Establishes separate qualifications for participating attorneys for misdemeanors, felonies, and
Family Court matters, and thereafter develops panels of qualified attorneys for each;

Develops an application form for those attorneys wishing to participate in the panels;
Develops invoicing standards and procedures for participating attorneys;

Coordinates with the Ulster County Bar Association and State Administrator;

Recruits and evaluates applicants, compiles panel lists and distributes lists to the judiciary;

Receives and reviews panelists’ invoices prior to processing by the Ulster County Commissioner
of Finance;

Arranges and schedules continuing legal education (CLE) events and other trainings for
attorneys not yet qualified to participate, as well as ongoing education for participating
attorneys;

Tracks training of participating attorneys to ensure compliance with Program requirements;

Evaluates the efficiency and effectiveness of the Program and provides a written report to the
Deputy County Executive and Commissioner of Finance;

Attends appropriate meetings.

FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES AND PERSONAL
CHARACTERISTICS: Thorough knowledge of the legal profession and its practices and
procedures in New York State; thorough knowledge of local government structure,
interdepartmental and interagency relationships; thorough knowledge of the local justice court
system and County and Family Court system; ability to analyze and organize effectively; ability
to communicate effectively, both orally and in writing; ability to maintain records and prepare
reports; ability to establish and maintain good interpersonal working relations; ability to
maintain high levels of confidentiality on controversial cases; initiative; tact; good judgment.
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MINIMUM QUALIFICATIONS: Duly admitted to the New York State Bar and licensed to
practice as an attorney in the State of New York and three (3) years of full-time paid, or its

part-time equivalent, experience as a practicing attorney in the field of criminal law and/or
family law.
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