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JOB DESCRIPTION

GENERAL COUNSEL

REGISTRY OF ELECTION FINANCE

The General Counsel oversees the day-to-day activities of the Registry’s Office of General Counsel within the Kentucky Registry of Election Finance (Registry).  The Registry is a bi-partisan independent state agency required by KRS Chapter 121 to administer and enforce Kentucky’s campaign finance laws.  Under KRS 121.120(5) and 32 KAR 2:080, the Registry’s General Counsel is prohibited from participating in partisan or political activities, or any activities that create an express or implied conflict in the discharge of his or her duties.  
The General Counsel directly supervises a full-time Paralegal, occasionally supervises other staff, and reports to the Executive Director.  In addition to “other duties as assigned,” the General Counsel’s specific areas of responsibility and tasks related to those areas include, but are not limited to, the following:
LEGAL GUIDANCE
· Provides day-to-day interpretation of state campaign finance statutes, administrative regulations and case law to Registry staff, Board members and the regulated community;
· Distinguishes federal campaign finance and/or state or local ethics issues from state campaign finance issues;
· Provides legal analysis of campaign finance issues and policy advice to the Registry’s Executive Director, Board members, and staff;
· Attends all Registry meetings as agency counsel;
· Prepares and gives status update on projects by the Office of General Counsel at Registry Board meetings;
· Provides legal guidance to Registry committees, as requested by the Registry Chairman or Executive Director;

· Represents agency in personnel matters and provides legal guidance on personnel matters, as requested by the Registry’s Executive Director or Chairman;

· Receives, reviews, researches, prepares, and distributes draft advisory opinions, finalizes and oversees the indexing and publication of Advisory Opinions, pursuant to KRS 121.135;
· Drafts/reviews agreements, memoranda of understanding, contracts or memoranda of agreement between Registry and other agencies, or between Registry and public or private entities;
· Serves as agency’s Executive Branch Ethics Officer per KRS Chapter 11A, provides ethics training to Board members and staff as needed, and sends quarterly letter to Executive Branch Ethics regarding outside employment requests by agency staff;

· Ensures agency compliance with all federal and state mandates;
· Drafts and reviews agency’s printed and electronic publications (forms, website, guidebooks, brochures) to ensure compliance with all applicable laws;
· Represents the agency and assists in training at meetings of state, local and national agencies, organizations, committees, and public interest groups, candidates, and the public at large, as requested by the Executive Director or Chairman;

· Prepares summary of contingent liabilities and judgments for each fiscal year;

· Prepares annual law summary for the Council on Governmental Ethics Laws (COGEL) Bluebook (legislation, case law and advisory opinions relating to campaign finance law in Kentucky);
· Supervises the publication and daily update of Website Delinquency Postings prior to the primary and general elections pursuant to KRS 121.140 and 32 KAR 2:030 §5(3);
· Answers media questions regarding campaign finance legislation and law, in the absence of or as requested by the Executive Director or Chairman
COMPLAINTS/ DELINQUENCY ACTIONS
· Receives Complaints, subpoenas and other pleadings;
· Represents the agency in litigation filed by or against the agency in state or federal court;
· Receives, reviews, and oversees processes relating to administrative complaints filed by outside parties or on behalf of the agency based on Internal Staff Reports or Audit Reports with findings;
· Notifies Respondents of complaints filed in a timely manner (within 5 days of receipt); 
· Handles miscellaneous correspondence and motions/orders relating to complaints;
· Investigates properly alleged violations of campaign finance law, pursuant to KRS 121.140;
· Prepares and presents Staff Reports and Recommendations regarding alleged violations to the Registry Board;
· Determines which cases are appropriate to recommend for referral to the Office of Attorney General for further investigation and potential prosecution;
· Drafts Orders for Board approval in agency administrative proceedings; 

· Drafts and negotiates Conciliation Agreements, recommends and collects civil penalties assessed in agency administrative actions;

· Represents agency at administrative (judicial) hearings, if determined necessary and funding is available;
· Initiates and manages delinquency actions for late filing or failure to file required campaign finance reports; 
· Administers Procedures relative to Late Filing and Civil Penalties for Late Filing of Election Finance Statements;
· Provides technical expertise and assistance to other state and federal agencies in criminal investigations of alleged campaign finance violations;
· Provides case status updates to the Registry Chairman and Executive Director on a weekly basis;
· Supervises the tracking of all cases in the KREF system, including closure of certain delinquency actions;
· Supervises the collection and preparation for deposit of all civil penalties collected due to the late filing of Election Finance Statements or entry of a Conciliation Agreement due to Registry findings;
· Supervises and approves weekly status reports concerning complaints, advisory opinion requests, and litigation to Registry Chairman and Executive Director
· Supervises preparation of and approves Dockets of Conciliation Agreements pending Registry approval;

· Signs and dates all approved Conciliation Agreements following approval by Registry at meeting, forwards same to Executive Director for signature;

· Supervises the mail out and filing of copies of all approved Conciliation Agreements;
· Supervises the tracking of all Delinquency actions by Registry Paralegal via KREF system; 
· Handles media requests regarding administrative complaints pending before the Registry;
· Determines which cases are appropriate to request Registry referral for Administrative (Judicial) Hearing or state court enforcement action, as budget permits;

· If and when operational, will scan completed Registry administrative actions for State Electronic Query System (SEQS) or web-based case database
LEGISLATION/ ADMINISTRATIVE REGULATIONS
· Researches, drafts, reviews and/or monitors proposed campaign finance legislation, including resolutions confirming the appointment of Registry members;
· Appears before or attends legislative committees, as directed by Registry Chairman or Executive Director;
· Tracks and notifies Registry staff, board members, and other interested parties (agency budget analyst) of bills and resolutions relating to campaign finance, elections and voting, ethics, and other topics as determined relevant to the agency on a periodic basis 

· Drafts, oversees and monitors the promulgation of or amendments to administrative regulations regarding the campaign finance law;
· Oversees the maintenance and update of list of persons for administrative regulation RegWatch requests
OPEN RECORDS & MEETINGS/ RECORDS RETENTION
· Responds to open records requests concerning records maintained by the Office of General Counsel;
· Prepares Certification of Records for Executive Director’s signature upon written request for certified copy;

· Advises Registry staff on records retention requirements and reviews destruction certificates; 
· Advises Registry members and staff on open meetings and open records requirements;
· Responds to questions regarding documents released under the Open Records Act, as requested by the Executive Director or Chairman;
· Provides legal guidance on Internet and electronic filing and disclosure issues;
· Maintains copies of all documents subject to open records for each completed case
