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An ETXal OSSRUWXniW\ EmSlR\eU 

SALAR<
HRXUl\

$45.64 - $56.10 
MRnWhl\

$7,910.40 - $9,723.96 
AnnXall\

$94,924.80 - $116,687.52 

OPENING DATE: 08/13/20

CLOSING DATE: CRnWinXRXV 

DEPARTMENT: Legal

POSITION 
DETAILS: 

*FLUVW UHYLHZ RI DSSOLFDWLRQV ZLOO EH FULGD\, AXJXVW 21VW.
POHDVH VXEPLW \RXU DSSOLFDWLRQ EHIRUH 11:59SP RQ

TKXUVGD\, AXJXVW 20WK, WR EH FRQVLGHUHG IRU WKH ILUVW UHYLHZ.*

:K\ ZRUN IRU WKH CLW\ RI AXEXUQ?
We provide our emplo\ees Zith:

E[cellenW healWhcaUe, denWal, and YiViRn SlanV ZiWh SUemiXmV fXll\ 
Said b\ Whe CiW\ 
EmSlR\eU cRnWUibXWiRnV WR Whe SWaWe ReWiUemenW S\VWem SenViRn SlanV 
12 Da\V Rf Paid VacaWiRn SeU \eaU 
12 Da\V Rf Sick LeaYe SeU \eaU 
10 Paid HRlida\V SeU \eaU 
2 Paid FlRaWing HRlida\V Rf \RXU chRice SeU \eaU 
EmSlR\eU cRnWUibXWiRnV WRZaUdV VEBA (Ta[-fUee HealWh SaYingV 
AccRXnW) 
Life InVXUance 
EmSlR\ee AVViVWance PURgUam 
Fle[ible SSending BenefiW Plan 
DefeUUed CRmSenVaWiRn PlanV 
And mRUe!

POSITION SUMMAR<
ThiV SRViWiRn SURYideV SURfeVViRnal legal cRXnVel and e[SeUWiVe WR Whe 
Ma\RU, CRXncil, and all CiW\ deSaUWmenWV; adYiVeV elecWed RfficialV and 
deSaUWmenW SeUVRnnel UegaUding legal aVSecWV Rf caVeV, cRnWURYeUVieV, 
claimV, and SURblemV; cRndXcWV legal UeVeaUch; UeSUeVenWV Whe inWeUeVWV Rf 
Whe CiW\ in YaUiRXV ciYil and cUiminal liWigaWiRn; and all RWheU maWWeUV 
cRnWemSlaWed in AXbXUn CiW\ CRde SecWiRn 2.12.040. 

PRIMAR< DUTIES
E;AMPLES OF :ORK/RESPONSIBILITIES
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*AdYiVeV and aWWendV meeWingV Rf Whe CiW\ CRXncil and RWheU ciW\ gRYeUning 
bRaUdV and cRmmiVViRnV.

*AdYiVeV and SURYideV RSiniRnV WR CiW\ adminiVWUaWRUV and deSaUWmenW 
headV Rn iVVXeV inYRlYing VXch aUeaV aV ]Rning, laZ enfRUcemenW liabiliW\, 
SXblic VafeW\, SeUVRnnel/labRU, WRUWV, CiYil SeUYice, cRnWUacWV, and land XVe.

*ReYieZV and UeVeaUcheV FedeUal, SWaWe and lRcal laZV, RUdinanceV, and 
cRXUW deciViRnV; SUeSaUeV inWeUSUeWaWiRnV; and SURYideV legal RSiniRnV fRU 
CiW\ deSaUWmenWV, gRYeUning bRaUdV, RU RfficialV.

*CRmmXnicaWeV effecWiYel\, bRWh RUall\ and in ZUiWing, ZiWh RWheU CiW\ 
emSlR\eeV, Whe Ma\RU, Whe CiW\ CRXncil, and ciWi]enV fURm YaUiRXV 
VRciRecRnRmic leYelV.

*PURVecXWeV RU defendV ciYil acWiRnV b\ RU againVW Whe CiW\ and/RU iWV 
RfficialV, RfficeUV, RU emSlR\eeV in WheiU Rfficial caSaciW\ in WUial cRXUWV and 
Rn aSSeal.

*ReSUeVenWV Whe CiW\ in ciYil and dUXg fRUfeiWXUe SURceedingV inclXding an\ 
UemRYalV WR DiVWUicW CRXUW and aSSealV.

*DUafWV neceVVaU\ bUiefV, mRWiRnV, RSiniRnV, and RUdinanceV.

*ReYieZV Whe CiW\ CRde and UecRmmendV CRde changeV, Zhen legall\ 
UeTXiUed RU RWheUZiVe aSSURSUiaWe.

*PURVecXWeV cUiminal and infUacWiRn caVeV in King CRXnW\ DiVWUicW CRXUW-
AXbXUn and King CRXnW\ SXSeUiRU CRXUW, aV needed, WR inclXde 
cRXUW/calendaU aSSeaUanceV, caVe chaUging, and cUiminal caVe aSSealV.

*PURVecXWeV YiRlaWiRnV Rf Whe CiW\'V cUiminal and WUaffic cRde.

*HandleV cRXUW SURceedingV inclXding: aUUaignmenWV, SUe-WUial heaUingV and 
mRWiRnV, jXU\ and bench WUialV, VenWencingV, UeYieZ heaUingV and aSSealV.

*PUeSaUeV caVeV fRU SURVecXWiRn inclXding cRnWacWing Whe PRlice 
DeSaUWmenW, ZiWneVVeV, YicWimV and defenVe aWWRUne\V.

*WRUkV cRXUWeRXVl\, cRRSeUaWiYel\, effecWiYel\ and SURfeVViRnall\ ZiWh 
RWheUV in caUU\ing RXW dXWieV and UeVSRnVibiliWieV Rf Whe SRViWiRn.

*ReVeaUcheV and SUeSaUeV legal RSiniRnV cRnceUning leaVeV, deedV, 
cRnWUacWV, RUdinanceV, UeVRlXWiRnV, and/RU iVVXeV VXbmiWWed b\ CiW\ 
deSaUWmenWV aV UeTXeVWed.

*CRmSeWenWl\ XVeV a YaUieW\ Rf cRmSXWeU aSSlicaWiRnV SeUWaining WR Whe 
legal field inclXding, bXW nRW limiWed WR, ZRUd SURceVVing, VSUeadVheeWV, 
legal UeVeaUch, and RWheU aSSlicaWiRnV.

*ReVSRndV WR SXblic inTXiUieV UegaUding mXniciSal legal UeTXiUemenWV, 
SXblic UecRUdV, cRnVXmeU cRmSlainWV, and RWheU legal iVVXeV.

*PUeSaUeV RUal and ZUiWWen SUeVenWaWiRnV and aWWendV a YaUieW\ Rf heaUingV, 
meeWingV, cRnfeUenceV, and RWheU gaWheUingV aV UeTXeVWed.
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*E[eUciVeV VRXnd and eWhical jXdgmenW in Whe deciViRn-making SURceVVeV 
UeTXiUed Rf Whe SRViWiRn.

*RegXlaU, Ueliable, and SXncWXal aWWendance.

*DXe WR inWeUnal and e[WeUnal cXVWRmeU VeUYice needV, Whe incXmbenW mXVW 
be able WR ZRUk a fXll-Wime VchedXle, RnViWe (aSSURSUiaWe CiW\ ZRUkViWeV).

*WRUkV effecWiYel\ XndeU SUeVVXUe and ZiWh fUeTXenW inWeUUXSWiRnV.

*CRmSleWeV ZRUk and SURjecWV in a WhRURXgh and Wimel\ manneU.

*UndeUVWandV and fRllRZV diUecWiRnV fURm Whe CiW\ AWWRUne\, SRVWed ZRUk 
UXleV, and SURcedXUeV.

*ShRZV iniWiaWiYe in SeUfRUming jRb fXncWiRnV.

PeUfRUmV UelaWed dXWieV aV UeTXiUed.

* = PUimaU\ fXncWiRn. 

MINIMUM 
QUALIFICATIONS MINIMUM REQUIRED EDUCATION AND E;PERIENCE

GUadXaWiRn fURm a laZ VchRRl accUediWed b\ Whe AmeUican BaU AVVRciaWiRn; 
and a minimXm Rf WZR (2) \eaUV Rf legal e[SeUience ZRUking fRU a 
mXniciSaliW\. 

PURVecXWiRn e[SeUience iV highl\ deViUable. 

LICENSES REQUIRED
PRVVeVVeV and UeWainV Yalid VWaWe dUiYeU'V licenVe ZiWhRXW imSending UiVk Rf 
lRVV aW Wime Rf aSSRinWmenW.

LicenVed WR SUacWice laZ in Whe SWaWe Rf WaVhingWRn.

ADDITIONAL 
INFORMATION :ORKING CONDITIONS

The emSlR\ee geneUall\ ZRUkV indRRUV in a clean, climaWe-cRnWURlled 
enYiURnmenW.  While SeUfRUming Whe dXWieV Rf WhiV jRb, Whe incXmbenW iV 
UegXlaUl\ UeTXiUed WR ViW, Walk, and heaU; fUeTXenWl\ UeTXiUed WR ZRUk and 
XVe handV WR fingeU, feel, RU handle ZUiWing XWenVilV, cRmSXWeUV, and Rffice 
VXSSlieV; RccaViRnall\ UeTXiUed WR VWand and Ueach ZiWh handV and aUmV; 
and RccaViRnall\ UeTXiUed WR lifW and/RU mRYe XS WR 25 SRXndV.  The 
emSlR\ee ma\ be UeTXiUed WR VWand RU ViW fRU e[Wended SeUiRdV Rf Wime.  
SSecific YiViRn abiliWieV UeTXiUed b\ WhiV jRb inclXde clRVe, diVWance, cRlRU, 
and SeUiSheUal YiViRn; deSWh SeUceSWiRn; and Whe abiliW\ WR adjXVW fRcXV.  
The SRViWiRn UeTXiUeV menWal acXiW\ WR enVXUe WhRURXgh menWal anal\ViV Rf 
ViWXaWiRnV in a faVW-Saced enYiURnmenW.  The emSlR\ee iV UeTXiUed WR 
mainWain cRnfidenWialiW\ Rf infRUmaWiRn ZiWhin Whe deSaUWmenW.  BecaXVe Rf 
Whe naWXUe Rf ZRUk, Whe emSlR\ee ma\ be UeTXiUed WR deal ZiWh iUaWe, 
diVgUXnWled, and VRmeWimeV hRVWile indiYidXalV UeTXiUing Whe XVe Rf cRnflicW 
managemenW VkillV.  The emSlR\ee iV fUeTXenWl\ UeTXiUed WR SeUfRUm ZRUk 
in cRnfidence and XndeU SUeVVXUe fRU deadlineV, and iV UeTXiUed WR mainWain 
SURfeVViRnal cRmSRVXUe, WacW, SaWience, and cRXUWeV\ aW all WimeV.

REPORTING RELATIONSHIPS
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UndeU Whe diUecWiRn Rf Whe CiW\ AWWRUne\, ZRUk iV SeUfRUmed in accRUdance 
ZiWh SURfeVViRnal VWandaUdV, cRde Rf eWhicV, and legal SUinciSleV.  IniWiaWiYe 
and jXdgmenW aUe e[eUciVed in Whe aSSlicaWiRn Rf legal knRZledge WR VSecific 
caVeV.  The emSlR\ee makeV SURcedXUal RU SRlic\ UecRmmendaWiRnV WR Whe 
CiW\ AWWRUne\ fRU final deciViRn.  WRUk iV UeYieZed WhURXgh diVcXVViRnV 
UegaUding VWaWXV Rf caVeV, SURVecXWiRn, Rffice SURcedXUeV, SRlicieV, UeSRUWV, 
and SeUiRdic fRUmal eYalXaWiRnV.

SELECTION PROCEDURE
The CiW\ Rf AXbXUn iV dedicaWed WR bXilding an inclXViYe, infRUmed ciW\, ZiWh 
RSSRUWXniWieV fRU all.  In alignmenW ZiWh WhaW gRal, Whe CiW\ haV adRSWed an 
anRn\mRXV aSSlicaWiRn SURceVV WhaW SUeYenWV hiUing manageUV fURm Veeing 
SeUVRnal idenWifieUV, inclXding nameV, addUeVVeV, and RWheU VimilaU 
infRUmaWiRn.  ThiV eliminaWeV Whe SRVVibiliW\ Rf XninWenWiRnal RU imSliciW biaV 
dXUing Whe iniWial VcUeening Rf aSSlicaWiRnV.  FRU WhaW UeaVRn, hiUing 
manageUV Zill nRW be YieZing an\ aWWachmenWV WR \RXU aSSlicaWiRn, 
inclXding a cRYeU leWWeU RU UeVXme, dXUing Whe iniWial VcUeening.  PleaVe 
make VXUe WR VXbmiW a cRmSleWe, deWailed, and XSdaWed jRb aSSlicaWiRn.

COMMUNICATION FROM THE CIT< OF AUBURN
We SUimaUil\ cRmmXnicaWe Yia e-mail dXUing Whe UecUXiWmenW SURceVV.  
E-mailV fURm aXbXUnZa.gRY and/RU gRYeUnmenWjRbV.cRm VhRXld be Slaced 
Rn \RXU Vafe dRmain liVW WR enVXUe \RX UeceiYe nRWificaWiRnV in a Wimel\ 
manneU.  AV a SUecaXWiRn, \RX ma\ alVR ZanW WR check \RXU jXnk e-mail 
fRldeUV.

An ETXal OSSRUWXniW\ EmSlR\eU 

CLW\ SWDII AWWRUQH\ SXSSOHPHQWDO QXHVWLRQQDLUH

* 1. Thank \RX fRU \RXU inWeUeVW in jRining Team AXbXUn!

HiUing manageUV Zill nRW be YieZing an\ aWWachmenWV WR \RXU aSSlicaWiRn, inclXding a 
cRYeU leWWeU RU UeVXme, dXUing Whe iniWial VcUeening. PleaVe make VXUe WR VXbmiW a 
cRmSleWe, deWailed, and XSdaWed jRb aSSlicaWiRn. When aSSl\ing fRU WhiV SRViWiRn, \RX 
mXVW WhRURXghl\ cRmSleWe Whe edXcaWiRn and ZRUk e[SeUience VecWiRnV Rf \RXU aSSlicaWiRn, 
and SURYide a WhRURXgh UeVSRnVe WR each Rf Whe VXSSlemenWal TXeVWiRnV. FailXUe WR dR VR 
ma\ UeVXlW in eliminaWiRn fURm fXUWheU cRnVideUaWiRn.

HDYH \RX UHDG DQG XQGHUVWRRG WKH LQIRUPDWLRQ OLVWHG DERYH?
 YeV
 NR

* 2. PleaVe indicaWe \RXU higheVW leYel Rf edXcaWiRn belRZ:

 High SchRRl DiSlRma RU eTXiYalenW
 AVVRciaWe'V DegUee
 BachelRU'V DegUee
 MaVWeU'V DegUee
 JXUiV DRcWRU
 N/A

* 3. AUe \RX a gUadXaWe fURm a laZ VchRRl accUediWed b\ Whe AmeUican BaU AVVRciaWiRn?
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 YeV
 NR

* 4. AUe \RX licenVed WR SUacWice laZ in Whe SWaWe Rf WaVhingWRn?

 YeV
 NR

* 5. DR \RX SRVVeVV a dUiYeU'V licenVe ZiWhRXW imSending UiVk Rf lRVV?

 YeV
 NR

* 6. PleaVe indicaWe \RXU nXmbeU Rf \eaUV ZRUking fRU, RU ZiWh, a mXniciSaliW\.

 NRne
 LeVV Whan 2 \eaUV
 2 - 4 \eaUV
 5 - 7 \eaUV
 8 - 10 \eaUV
 MRUe Whan 10 \eaUV

* 7. PleaVe deVcUibe \RXU e[SeUience SURVecXWing cUiminal miVdemeanRU caVeV and WUaffic 
YiRlaWiRn caVeV, RU \RXU e[SeUience ZiWh caVeV WhaW ZRXld be cRnVideUed eTXiYalenW.

* 8. PleaVe deVcUibe \RXU e[SeUience adYiVing a PRlice DeSaUWmenW.

* 9. DeVcUibe a Wime ZheUe \RX UeceiYed a difficXlW UXling fURm a jXdge and inclXde hRZ \RX 
handled Whe ViWXaWiRn.

* 10. PleaVe SURYide a bUief deVcUiSWiRn Rf Whe W\SeV Rf cRXUW calendaUV Rn Zhich \RX haYe 
aSSeaUed. WhaW aUe WhUee (3) e[amSleV Rf iVVXeV WhaW \RX haYe handled?

* 11. DR \RX haYe e[SeUience aVViVWing in Whe SUeSaUaWiRn Rf URXWine and cRmSle[ legal 
cRUUeVSRndence and dRcXmenWV, inclXding bUiefV, SleadingV and mRWiRnV?

 YeV
 NR

12. If \eV, SleaVe deVcUibe.

* 13. DeVcUibe \RXU UeVeaUch and RUgani]aWiRnal VkillV. PURYide an e[amSle Rf a cRmSle[ 
UeVeaUch SURjecW \RX aVViVWed in and delineaWe \RXU VSecific UeVSRnVibiliWieV.

* 14. DR \RX haYe e[SeUience in handling mXniciSal laZ caVeV, SUe-WUial, WUial and SRVW-WUial, 
inclXding ciYil and cUiminal caVeV?

 YeV
 NR

15. If \eV, bUiefl\ deVcUibe.
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* 16. DR \RX haYe e[SeUience adYiVing ciW\ ma\RUV, manageUV, adminiVWUaWRUV, and/RU 
deSaUWmenW diUecWRUV Rn an\ Rf Whe fRllRZing iVVXeV? (Check all WhaW aSSl\)

 JXUiVdicWiRnal SURblemV
 ZRning cRnWURYeUVieV
 LaZ enfRUcemenW iVVXeV
 PURWecWiRn Rf Whe SXblic and SURSeUW\
 PeUVRnnel/labRU UelaWiRnV iVVXeV
 PXblic RecRUdV/OSen PXblic MeeWingV AcW
 NRne Rf Whe abRYe

17. If \eV, SleaVe bUiefl\ deVcUibe.

* 18. DR \RX haYe e[SeUience ZRUking ZiWh RWheU YaUiRXV gRYeUnmenWal enWiWieV, inclXding RWheU 
mXniciSaliWieV, cRXnWieV, VWaWe and fedeUal gRYeUnmenW, Indian WUibeV, and agencieV 
WheUeRf, and ZRUking Rn SURjecWV ZheUe YaUiRXV gRYeUnmenWal enWiWieV ma\ be inYRlYed 
bXW ZheUe Whe\ ma\ nRW be in agUeemenW RU ma\ eYen be in an RSSRVing SRViWiRn?

 YeV
 NR

19. If \eV, SleaVe bUiefl\ deVcUibe.

* ReTXiUed QXeVWiRn
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