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JOB DESCRIPTION 
 

TITLE 
   Dir Assistant General Counsel 

NUMBER 
  50006401 

JOB FAMILY 
   Executive 

GRADE 
    DIR 

DATE REVIEWED 
   January 2013 

FLSA CLASSIFICATION 
    Exempt 

JOB SUMMARY 
Provides assistance to General Counsel in managing a comprehensive range of legal services for Puget Sound 
Energy.  Provides direction, guidance, and assistance on complex legal matters to senior executives, managers, 
and other company personnel.  Responsible for administrative and legal representation of company as assigned by 
General Counsel.  Assigns and supervises work of outside counsel and legal department support staff reporting to 
this position.  Has a broad impact on the company through demonstrated legal expertise.   Substantive areas of 
specialization may vary. 
 
Upholds the safety compliance standards inherent in PSE’s operating and/or field procedures related to work 
responsibilities. Promotes and supports a culture of total safety. 
 

JOB RESPONSIBILITIES 

 Employee Safety, Development & Team Building - Providing employees with coaching, feedback, and 
developmental opportunities and building effective teams: 
 Demonstrates a passion for safety. Promotes and supports a culture of total safety including eliminating 

at-risk behaviors by conducting safety audits and inspections, eliminating hazards and near misses, and 
attending safety meetings. 

 Sets clear expectations and holds employees accountable for performance as well as safety 
goals/targets where applicable. 

 Oversees training and development of employees directly and indirectly managed and makes effective 
staffing decisions. Ensures required training is successfully completed. 

 Challenges and inspires employees to achieve business results.  
 Accountable to ensure employees adhere to legal and operational compliance requirements, as well as 

safety standards.  
 Conducts and ensures the completion of performance reviews. 
 Provides coaching, direction and leadership support to team members in order to achieve employee, 

business, customer and safety results. 

 Assists General Counsel with assigned administrative and legal matters of the corporation and the legal 
department. 

 Manages outside counsel retained to support company on transactional matters, litigation, and other areas of 
legal support. 

 Assesses, mitigates, and counsels company concerning legal issues of the company; advises officers, senior 
management, and other company personnel on legal and strategic matters. 

 Represents company in a range of complex legal matters relating to utility business, including negotiations, 
projects, transactions, and commercial matters. 

 Effectively mediates conflict inside and outside the company, especially on significant matters. 

 Handles administrative matters efficiently and appropriately. 

 Participates in and influences the decision-making process with appropriate clients and stakeholders. 

 Independently handles, or supervises others who handle, complex legal matters or projects. 

 Recognized as a legal expert in a broadly-defined subject matter area or for a specific geographic area. 

 Monitors legal and related business trends, educates appropriate parties, and advocates adjustments in PSE’s 
policies and procedures. 

 Assesses legal risks and opportunities, establishes and advocates plans to minimize risks and capitalize on 
opportunities in a defined area. 

 Coordinates efforts with internal and/or external legal and business experts when appropriate. 

 Advocates PSE’s interests to internal and external audiences in a variety of legal and business matters. 
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 Substantive areas of specialization may vary. 

 Performs other duties as assigned. 

MINIMUM QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 

 Juris Doctorate degree and 10 years of legal experience in a law firm or corporate legal department. 

 Strong initiative plus excellent management, communication, teamwork, delegation, and problem-solving 
abilities. 

 Demonstrated capacity to build relationships internally and externally and ability to establish rapport with 
business clients across the organization. 

 Highly effective in written and verbal communication. 

 Demonstrated understanding of utility industry, including applicable laws and regulations. 

 Excellent advocacy and organization skills. 

DESIRED QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 

 


