
 

NDSBA LEGAL COUNSEL 

  

JOB DESCRIPTION 

 

POSITION SUMMARY:  Works for the Executive Director in providing legal services for the 

North Dakota School Boards Association to public school districts in the state. 

 

PRIMARY RESPONSIBILITIES/TASKS: 

 

1.  Assist school districts with legal questions via phone and email on a daily basis. 

 

2.  Provide legal review of policies impacted by new legislation and other new school policies 

    developed by NDSBA. 

 

3.  Review Policy Services monthly newsletter. 

 

4.  Write articles and edit the Bulletin, a monthly newsletter. 

 

5.  Assist with the annual Negotiations Seminar for school board members, including preparing  

    seminar materials and presenting.  

      

6.  Maintain membership in the State Bar Association of North Dakota, the NDSBA Legal  

    Affiliate Program, and the National Council of School Attorneys. 

 

7.  Organize and present at the annual School Law Seminar. 

 

8.  Maintain positive relationship with coworkers by offering to assist others, promoting 

    teamwork, sharing information, and exhibiting a positive image and outlook.  

 

SECONDARY RESPONSIBILITIES/TASKS: 

 

1.  Assist in development of and revisions to NDSBA publications. 

 

2.  Write an article for the Bulletin as necessary. 

 

3.  Present sessions at the Annual Convention that provide attendees with current information on 

    specific topics. 

 

4.  Serve as a registered lobbyist for the association; research state law and identify areas 

    of law that may need legislative bill drafts and amendments. 

  

5.  Review unemployment claims as needed and represent school districts at Job Service  

    unemployment hearings.  

 



6.  Attend the annual National Council of School Attorneys School Law Seminar. 

 

7.  Review and advise on contracts to which NDSBA is a party. 

 

8.  Perform other duties as may be assigned by the Executive Director of NDSBA. 

 

 

QUALIFICATIONS: 

 

1.  Law degree.  

 

2.  License to practice in federal courts and all state courts of North Dakota.    

 

3.  Experience in some aspect of school law or public employment law.   

 

4.  Excellent oral and written communication skills.  

 

5.  Proficient in word and data processing with experience in Windows environment. 

 

6.  Ability to work as a team member.   

 

7.  Proficient in establishing and maintaining effective internal and external working 

    relationships. 

 

KNOWLEDGE, SKILLS, AND ABILITIES: 

 

1.  Able to speak to small and large groups with clarity and proficiency. 

 

2.  Able to travel. 

 

3.  Excellent written and oral communication skills with attention to detail. 

 

4.  Public speaking experience. 

 

5.  Excellent proofreading and editing skills. 

 

6.  Able to well under deadlines. 

 

7.  Service-oriented with a positive attitude.

 

 

 

 

 


