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Council on Elementary and
Secondary Education

Amy Beretta, Ifﬁq.

TO: Members of the Council on Postsecondary Education —
Colleen A. Callahan, Ed.D. )
e FROM: Jim Purcell, Commissioner of Postsecondary Education
Karin Forbes )
Jo Eva Gaines RE:  Approval of the recommendation of the Personnel Review

: committee on Behalf of URI for one non-classified change in
Marta V. Martinez £

position request.
Lawrence Purtill

Lt. Col. (Ret.) Mathies |. Santos

Joyce L. Stevos, Ph.D. Per the University’s request of April 6, 2015, the Personnel
Review Committee is recommending that the Council on Postsecondary

Council on Postsecondary Education approves the change in position from an Executive Assistant I

Education (Grade 7) in the General Counsel’s Office to a Legal Assistant (Grade 8).

Michael Bernstein

Chis The job description for the new position as well as the original

request is attached to this letter.
Antonio Barajas, M.D.

Dennis Duffy, Esq.

The Honorable Thomas lzzo | recommend:
Judy Ouellette , ,
THAT the Council on Postsecondary Education approves the
Kerry 1. Rafanelli, Esq. recommendation of the Personnel Review Committee as described
above.

John J. Smith, Jr.

Dr. Jeffery A. Williams

Telephone: (401)456-6000 Fax: (401)456-6028  TTY: (800)745-5555  Email Address: infoboe@boe.ri.gov  Website: www.ribghe.org
The Rhode Island Board of Education does not discriminate on the basis of age, sex, sexual orientation, gender identity /expression, race, color,
religion, national origin, or disability.
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EMPL HPOSITION INFORMATION:
Name: Partricia Foster Title: Executive Assistant [
Salnry: $48,280 Department:  General .Counsel'.s Office ,
Grade: 7 Snlary Range: $33,604 - $70,527
Unlon Status: NUNC General Revenue: YES
Union Appeali NO Administrative Action: YES

REQUEST:

X A, Reclassify: (change In title/ grade/job description)
Now Title: Logal Assistant
New Pay Grado: 8 Now Salavy Range:
Now Unions {remains NUNC)

B. Upgrade: (change [n job description/grade only)

New Pay Grado: Now Snlary Range:
- C.  Establish New Classification:

Tltlo:

Pay Grade: Snhry Range:

» (If apphicnblo):
Supervisor's siatement of Justifeatlen
Old positlon descrption
Now position deserlption
Organbzatianal Chart

Summary of difitreuces bE

Approval/Bisapproval

$36,251 - $76,435

S,
=

Approval/Bisapproval

Approval/Disapproval

Date

i H-bp 201C
U Vv W‘ssmmn Date
Provost's/Vice President’s Signature Date

Approval/Disapproval

Di(sclor.l' rsonued Services® Sigpature, ¢ Date
Qo CNU Y30 )5

Appraval’Disapproval
Prosident’s Signature

" Date [
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Louls J, Saccacclo o)
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MEMORANDUM "

Assision! Logal Connsol
pitawgslodu

To: Laura Kenerson o
Director, Personnel Se S

From: Louls J. Saccocclo
General Counsel 7

Date: April 3, 2015

Subj: Patricla Foster
Job Classification Change

As you know, | have been working with Human Resources In an effort to reclassify Patricla
Foster’s position from that of Executive Assistant | to Legal Assistant together with a more
appropriate and equitable adjustment In her salary. A revised position description is enclosed
for that purpose.

Since joining the Office of the General Counsel over six years ago, Patricla has taken the
initiatlve of expanding her dutles and responsibliitles beyond those typlcally assoclated with an
executlve assistant to include the following:

o Processing public records requests as they come in to ensure compliance in a
timely manner.

¢ Independently prepares correspondence, status spreadsheets and reports as
needed.

o Serves as lialson between varlous University departments, outslde legal counsel,
and vendors regarding the review and approval of contracts.

* Assists attorneys In the preparation, review and approval of University contracts,
to Include Identifying deadlines, gathering background Information as needed by
the GC/ALC; communicating changes to the department; and performing final
revlew to ensure revisions are Incorporated.

o Research general laws or other applicable rules/regulations pertinent to contract
review when necessary,

» Independently prepares contract addendums as necessary.

Tho Univorsity of Rhodo lstand (s an equtal epportuntly smployer commiltod lo the principtes of aflirmotive ection

—————




Laura Kenerson X
April 3, 2015
Page 2

Patricla has also developed an Excel model to log and track all incoming contracts as well as
other legal issues and matters that come Into our office for review.

In addition, she Is providing support to the department’s new assistant legal counsel and 1 am
confident that she will provide Invaluable assistance and contributlons as we continue to map
out the future direction and mission of the office of general counsel.

Patricla has over thirty years’ experlence In the legal field and has proven to be a critical
member of the legal team.

| fully support the Job classification change and request a salary increase from her current base
salary of $48,279.92 to $53,107.91 representing a 10% Increase and my support for the good
work and contributions she makes to this office.

1f you would like to discuss this further please contact me at your earllest convenlence.




Position #; (NUNC)........
Developed by: ... s

Approved by
Date..ermmierenncss 8/25/14
UNIVERSITY OF RHODE ISLAND
Position Description
TITLE: Legal Assistant
DIVISION: Office of the President {Office of the General Counsel)
REPORTS TO: General Counsel
GRADE: 8
SUPERVISES: May supervise student assistants
BASIC FUNCTION:

Serve as legal assistant to the Office of the General Counsel providing a full range of legal
adminlstrative and financlal support services under the direction of the General Counsel. The
Office of the General Counsel s a fast-paced legal office and Incumbent will be required to work
Independently, efficently and In a time-sensitive manner. Incumbent will be exposed to
sensitive, confidentlal; and/or privileged information and communications which must be held
In strict confidence,

ESSENTIAL DUTIES AND RESPONSIBILITIES:

Assist the General Counsel and staff attorney(s) In carrying out the professional and
administrative responsibllities relating to legal services provided to the University, the
President, senior administrators and university community as required.

Process and type legal briefs and memorandum using proper legal citations to federal and state
statutes, regulations and case law;

Process and type legal Instruments of every kind, Including by way of example and not
limitation, contracts, real estate deeds, leases, easements, and licenses;

Prepare court pleadings, motions, objections and discovery documents such as Interrogatorles,
requests for production of documents, deposition notices and subpoenas; court orders and
judgments;




Assists atlorneys in the preparation, review and approval of University contracts, including
previewing documents to identify contracts and contract language requiring attorney review
and contracts and contract language previously approved.

Coordinate and manage, In consultation with the General Counsel and/or staff attorney(s)
formal responses to the Rhode Istand Access to Public Records requests;

Provide confidentlal administrative services, Including the following: arrange and schedule
meetings; prepare, maintain and type reports, memoranda and correspondence; make travel
arrangements; draft and respond to routine correspondence; take and transcribe dictation or
transcribe from tapes; prepare and maintain spreadsheets.

Arrange and schedule client appointments, meetings, conferences, court appearances as well
as appearances before administrative agencles and bodles on the state and federal level.

Answer phones, greet clients and visitors, and disseminate information to a diverse
constituency. Exhibiting a high degree of tact and sensitivity, deal directly with the public,
students, faculty, staff, and officials (both within and outside the university) on behalf of the
General Counsel.

Privritize responses to correspondence, phone calls and various Issues, thereby minimizing
demands on the time of the General Counsel and staff attorney(s), allowing them to focus on
broader and more critical issues,

Malntain and manage: computer flle system; administer legal file folders; manage the calendar
of the General Counsel and staff attorney and assist in the management and prioritization of
large and complex workload

In consultation with the General Counsel, assist In the preparation and administration of the
office budget(s). Develop and maintain office files and budget records, and ensure thelr
confidentiality.

MINIMUM QUALIFICATION/SKILLS:

1. Assoclate’s Degree and flve (5) years of experience In a responslible legal support position,
preferably within an institution of higher education,

2. Excellent organizational skills.

3, Demonstrated abillty to handle multiple assignments concurrently and to Independently
resolve Issues under tight deadlines.

4, Strong oral, written, and interpersonal communication skills.

S, Detall-oriented and self-motivated.

6. Experlence working In a collaborative manner with diverse constituents.

7. Demonstrated proficiency in using Microsoft Office platform program(s).

8. Demonstrated experience with fiscal responsibllity or financlal record keeplng.




