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Classification Title: Senior Student’s Attorney

FLSA Exemption Status: Exempt

Pay Grade: 14

Job Description Summary:  
The Senior Student’s Attorney, under general direction, oversees the overall operations of Student Legal Services and provides legal advice to students and student groups/organizations.

Essential Duties and Tasks:

40% Legal Services
· Provides legal advice to students concerning landlord/tenant disputes, criminal law, consumer protection, automobile accidents, last will and testament preparations, contracts and business law, traffic tickets, insurance disputes and personal injury, divorces, real estate transactions, and miscellaneous legal matters.
· Assists students in preparing and filing legal documents, such as last will and testament, power of attorney, petitions, motions, real estate documents, demand letter contracts, partnership agreements, incorporation documents, releases, name change forms, uncontested divorce papers, and adoption papers.
· Works with other personnel to provide alternatives for the resolution of disputes.
· Develops and maintains skills necessary to provide range of services, such as mediation and arbitration skills.
· Makes appropriate referrals, after consultation, to resources outside the University.
· Supervises and coordinates student mediation services, including budgetary management, training, and coordination of mediations.
· Counsels student groups and registered student organizations on legal matters related to their activities.
· Prepares and disseminates brief summaries on new laws or legislation which affect student service operations.
· Participates on committees and task forces.

20% Presentation, Workshops & Student Interaction:
· Prepares and presents educational programs for students and student organizations on legal issues/services.
· Develops publications to inform students of their legal rights and responsibilities.



20% Office Leadership
· Supervises student workers and staff. 
· Develops and maintains departmental budgets.
· Provides critical feedback for staff providing support services.
· Trains staff to assist in handling client intake interviews and the dissemination of basic legal information.

20% Duty Title (for the department's use)
· Remaining Percentage Can Be Determined by Department to Meet Business Needs or Can Be Incorporated into Percentages Above.

Qualifications: 
Required Education: 
· Bachelor of Law (LL.B.) or Juris Doctor (J.D.) degree or equivalent combination of education and experience. 

Required Experience:
· Six years of related experience in law as a practicing attorney.

Required Licenses and Certifications:  
· Member of the Texas Bar Association.
Required Knowledge, Skills, and Abilities:
· Knowledge of word processing, spreadsheet, and database applications. 
· Strong verbal and written communication skills. 
· Ability to present information clearly and concisely. 
· Ability to work in a high stress environment. 
· Ability to work with sensitive information and maintain confidentiality.
· Ability to multitask and work cooperatively with others
Additional Information
Machines and Equipment: 
· Computer 
· Phone 
· Calculator 

Physical Requirements: 
· None.



Other Requirements and Factors:
· This position is security sensitive.
· This position requires compliance with state and federal laws/codes and Texas A&M University System/TAMU policies, regulations, rules and procedures.
· All tasks and job responsibilities must be performed safely without injury to self or others in compliance with System and University safety requirements.

Is this role ORP Eligible? If so, it needs to meet the criteria on the Rules and Regulations of the Texas Higher Education Coordinating Board. 
☒ Yes
☐ No

Does this classification have the ability to work from an alternative work location?
☐ Yes
☒ No
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