Sample Job Description: 
Community Legal Clinic Executive Director

Position Overview 

This position is responsible for overseeing the delivery of Clinic services for a defined community.  The incumbent is responsible for directing Clinic operations, administration and community services.  The incumbent also represents clients and performs public relations activities.

Management of Staff
· Supervise legal staff and non-legal staff in accordance with professional standards as set by the Law Society.

· Report complaints relating to potential breaches of professional conduct or ethics on behalf of staff to the Law Society.

· Report potential errors and omissions insurance claims.

· Delegate work responsibilities and tasks to selected staff to ensure work is completed on schedule, within budget, and according to standards and procedures.

· Facilitate staff meetings to encourage staff participation in the evaluation, planning and development of clinic operations and services.

· Facilitate resolutions to staff conflicts.

· Direct clinic staff to ensure effective delivery of services and programs to the community.

· Interview candidates to assess skills, knowledge and suitability for position.

· Approve hiring of individuals, based on job requirements, candidate qualifications, and recommendation from staff, for Board approval.

· Approve employee terminations of clinic staff. Approve training opportunities for staff to ensure proper guidance and educational support is given.

· Evaluate employee performance based on assessment of individual’s work and achievement of performance goals.

· Discuss performance with employees to provide feedback and address performance-related issues.

· Develop personnel policies. Approve discretionary decisions regarding the application of personnel policies (i.e. vacation scheduling).

Management of Clinic 

Clinic Operations

· Present short and long-term business plans pertaining to clinic programs and services to the Board for approval. 

· Prepare annual funding application to ensure that adequate operational funding is obtained in order to continue providing service to the community.

· Negotiate collective bargaining agreement with local union.

· Direct the implementation and maintenance of clinic programs and services in accordance with operating guidelines.

· Conduct research to identify the need for changes to existing legal aid/poverty law.

· Develop clinic policies and administrative procedures for Board approval.

· Evaluate effectiveness of policies and administrative procedures to ensure delivery of legal services that meet Community needs.

· Establish systems for collecting and compiling data for reporting on clinic activities.



· Present monthly status reports to the Board regarding clinic operations, issues and initiatives.


· Draft detailed reports to the Board as required.

· Inform Board of results generated from QA reviews.

· Develop action plans to address issues raised in QA reviews.

Financial Management 

· Oversee the preparation of clinic financial statements for monthly and quarterly reporting to the Board.

· Implement clinic finances based on knowledge of funding and budget.

· Implement financial controls to ensure adherence to budget.


· Approve contract for service with outside service providers.

· Control the “Trust Account” on behalf of the clinic.

· Prepare monthly and quarterly financial reports and services reports for the Board of Directors and Clinic Funding.

· Review financial reports for discussion with Board Treasurer.

Community Services

· Act as a resource person for Community Groups based on knowledge of the community, client issues and concerns and clinic operations.

· Develop policy positions and proposals for legislative reform in accordance with community group interests.
· Supervise law reform activities of clinic staff to provide direction and support.

· Advise community groups in lobbying for legal reform.

· Delegate clinic staff to develop news releases for use by community groups.

· Direct community outreach, development and organization, and public legal education initiatives for staff.

· Direct the development of education and promotional materials to communicate clinic services.

· Establish contact with the media to communicate clinic issues and community concerns.

· Implement clinic policy regarding communications with the media.

· Represent the clinic to clients, government representatives, the Board and the public.

Casework



· Maintain knowledge of poverty law, various associated statutes and regulations in order to act as legal counsel on behalf of clients in formal settings (i.e., courts of law).

· Advise members of the public on legal matters through providing summary legal advice or referral.

· Interview clinic clients to ensure that all relevant facts are obtained and legal issues are identified.

· Explain legal issues and rights, responsibilities, obligations and benefits to client to ensure understanding.

· Establish appropriate course of action based on investigation findings and legal research. 

· Explain options and potential outcomes to client.

· Develop argument, including oral and written submissions.

· Represent client in court and at administrative tribunals ensuring relevant facts and legal position are presented.

· Counsel clients and witnesses in preparation for examination/cross-examination.

· Negotiate with opposing parties to secure out of court settlement.

· Complete correspondence and documentation required to represent client.

· Provide informal legal advice and opinion to clinic staff, Board members and Board Committees.

Working Conditions

· Work is performed in an environment where the level of noise can be controlled, e.g., private or semi-private office or cubicle.

· Work involves multiple role demands and restrictive deadlines or unpredictable priority changes, creating time pressures on a daily basis.

· Work pace at times is difficult to control; work involves daily interruptions that are unpredictable and imposed or controlled by others, e.g., interruptions from internal contacts or external clients that disrupt concentration.

· Work with frequent exposure to emotionally charged situations, e.g., providing advice to upset or agitated clients or employees on a daily basis.

· Work performed requires focused sensory attention for greater than 3 hours without a break, on a daily basis.

NOTE:  This job description is not intended to be all-inclusive. The Executive Director may perform other related duties as negotiated to meet the ongoing needs of the clinic.
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