



NATIONAL ASSOCIATION OF REALTORS®
Job Description
Job Title: General Counsel




Department:





Status:
FLSA Status: (do not complete)
Reports to: (position title) 
Revision Date: 

Number of Direct Reports:


Disclaimer: Please note that this sample job description is for consideration and reference only, with the hope that it is a helpful resource.  It is not policy, and there is no requirement to use this sample.  It is not intended to represent the best, or the only job description for this position.  The needs and interests of each association vary, therefore, an association must craft and tailor the job description that is most suitable and appropriate for the association’s needs and interests.  


POSITION SUMMARY:
As a member of the senior management team, the General Counsel plays a key leadership role at the association, and is responsible for the management and direction of legal and risk management matters.  Key duties include general counseling, contract drafting and management, oversight of employment matters, maintenance of governance documents, implementation and oversight of intellectual property issues, oversight of litigation, if any, involving the association, and management of other legal filings. 
ESSENTIAL FUNCTIONS:
· Manage the legal affairs for the association.  Provide legal counsel to the association, Chief Staff Executive (CSE) and senior team in making strategic decisions for the organization.  

· Directly provide in-house legal services and manage the provision of such services by an internal team and, when necessary, outside counsel.  Seek the most cost-efficient outside resources for the association, including pro bono services.

· Provide strategic direction on the protection of intellectual property.  With the support of outside counsel, register all appropriate trademarks and copyrights and take appropriate action to protect from infringement.  

· Serve as Corporate Secretary and prepare board, executive committee and governance committee minutes.  Oversee other corporate law governance matters and maintain corporate minute books. Maintain association’s Articles of Incorporation and bylaws.  
· Direct responses and make recommendations on all matters that could result in legal action involving the association.  Work closely with association staff to provide guidance on various legal matters, including employment issues, risk management, insurance and volunteer liability issues.
· Oversee amicus briefs drafted on behalf of association in cases on the state and federal level.
· Oversee the purchase and management of insurance policies.
· Represent the organization as a member of the senior leadership of the organization to external and internal audiences.

QUALIFICATIONS:
· Seven or more years of progressive legal experience required

· Experience in transactional law with an emphasis on contracts is preferred and some     

       non-profit legal experience is a plus. 

· A strong academic background with a JD degree from an ABA accredited law school.  

· Active membership in the state bar association required.  

· Knowledge of cause related marketing, employment law, intellectual property, non-
       profit tax, and/or the management of insurance policies is highly desired.

· People and project management ability required, with an understanding of the unique 
       issues of a volunteer-driven organization preferred.  

· Strong communicator and congenial team player with excellent diplomatic, 
      motivational and teaching skills.
· Ability to handle and manage multiple projects, and meet timelines and deadlines. 

· Strong computer literacy on office products required.  

WORK ENVIRONMENT AND PHYSICAL DEMANDS:
1. Ability to stand or sit while maintaining alertness for several hours at a time.

2. Ability to speak concisely and effectively communicate.

3. Visual and auditory ability to respond to critical situations and physical ability to act swiftly in an emergency

4. Ability to view/enter data for long periods of time.


