Columbus Bar Association
Job Description
Diversity Coordinator

This position reports to the Executive Director of the Columbus Bar Association.

A. Major Responsibilities

1.

Attract talented ethnic minority secondary school, college and law students
to the Columbus metropolitan legal market .

Develop non-quantitative measurements for selecting candidates.

Monitor, analyze and report progress by member firms on an annual basis.
Collect, study, maintain and disseminate information about evolving best
practices aimed at recruitment, hiring, retention and promotion of diverse

and inclusive legal talent.

Consult and work, individually or collectively, with managing partners
and/or hiring and diversity committees on diversity initiatives.

Create, maintain and share with member firms a resume bank and
database of ethnic minority law students and attorneys.

Conduct exit interviews of minority lawyers leaving firms in Columbus and
those refusing to come to interviews to determine the reason for their non-
participation.

B. Qualifications

. Skills and Experience

» Strong oral and written communication skills
» Familiarity with legal profession, academic institutions and culturally
and racially diverse communities is an asset.

» Strong interpersonal skills

2. Education

» Minimum of bachelor's degree with 5 years experience; licensed

lawyer or advanced degree with commensurate experience preferred.



JOB VACANCY NOTICE

STARTING SALARY RANGE: $43,649 - $49,106 annually, plus excellent benefits
POSITION TITLE: Director of Minority Affairs
DEPARTMENT: Minority Affairs

GENERAL DESCRIPTION:

Develops and manages programs to increase involvement by minorities and women in the State Bar and to
enhance economic and employment opportunities for women and minority lawyers. Serves as liaison to
minority and women bar associations in Texas and the nation. This position involves frequent contact with
members and departments of the State Bar.

PRIMARY FUNCTIONS:

1. Develops minority affairs initiatives, goals, and objectives for the State Bar of Texas.

2. Identifies and makes recommendations to volunteer committees and the State Bar Board of Directors for
modifying any policies or practices that impede the access or advancement of minorities and women in

the legal profession.

Monitors the status of women and minority attorneys and advises officers, Board of Directors,

committees and sections of the Bar on minority representational status.

Prepares reports, training and educational materials, and a newsletter.

Coordinates the statewide Texas Minority Counsel Program annual conference and the minority counsel

database.

6. Provides staff support to State Bar committees, sections, and related groups that work on issues related to
women and minorities in the profession and to gender and ethnic bias issues in the justice system.

7. Acts as liaison to minority and women bar associations in Texas and to national minority and women
minority bar associations. Statewide travel involved.

8. Compiles and publishes an online directory of minority and women bar associations.

9. Performs other responsibilities as required.
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POSITION REQUIREMENTS:

Bachelor’s degree required, master’s degree in related field preferred. A minimum of two years’ experience
in an association or government setting preferred. Excellent communications skills required both orally and
in writing, and strong personal computer skills. Must have knowledge of public policy trends in the minority
and women community. Must have event planning and fundraising skills. Grant-writing skills a plus.
Experience working with volunteers, boards, or elected officials a must. Ability to give effective
presentations before small and large groups. Must be diplomatic and enthusiastic in coordinating with State
Bar leadership, staff and the public. Must be able to travel. Supervisory experience preferred.

P.O. Box 12487, Capitol Station, Austin, Texas 78711-2487, (512)463-1463



Kansas City Metropolitan Bar Association

POSITION ANNOUNCEMENT:
DIVERSITY COORDINATOR (part-time)

The Diversity Coordinator will work under the supervision of the Executive

Director to provide administrative support for a major diversity initiative of the
KCMBA. This position will also coordinate a legal diversity job fair in 2006. The
position will require approximately 15-20 hours per week, but the assigned hours
are flexible. Assignment beginning in January, 2006..

General Responsibilities include but are not limited to:
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Coordinate the KCMBA diversity initiative including all communications with
the diversity committee, the managing partners—diversity committee and the legal
diversity job fair committee.

Plan, organize and implement the annual Job Fair.

Monitor, analyze, and report progress by member firms on an annual basis.

Foster the expansion of member firms and publicize the success of individual
project and collective initiative results.

Provide coordination with specialty bar associations and other diversity efforts in
the Kansas City area.

Create, maintain and share with member firms a resume bank and/or database of
ethnic minority law students and attorneys.

Provide coordination of projects of the diversity committee, such as the minority
clerkship program.

Requirements:
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Bachelor’s degree with advanced or law degree preferred.

Prior experience with projects and/or programs to achieve diversity in the legal
community, with knowledge of both the legal community and general public.
Excellent written and oral communication skills.

Excellent organizational skills and prior event planning experience.

Contact: Rae Jean McCall, Executive Director, Kansas City Metropolitan Bar
Association, 1125 Grand, Suite 400, Kansas City, MO 64106. Phone: 816.474.4322
Fax: 816.474.0103.



MINORITY AND JUSTICE TASK FORCE
PROJECT DIRECTOR

The Minority and Justice Task Force was formed in October 1999 as a joint effort of the Nebraska
Supreme Court and the Nebraska State Bar Association. The Task Force is composed of thirty-three
members from throughout Nebraska, including judges, lawyers and lay persons.

The general purpose of the Task Force is to study the state’s justice system and the legal profession as
they related to actual or perceived racial and ethic bias within the justice system and legal profession.
The Task Force is to make findings, develop recommendations and issue a report relative to actual or
perceived bias.

An Project Director will staff the Task Force. Additional assistance will be available from staff
members of the cosponsoring organizations on an as-needed basis.

Duties - Project Director

The Project Director will be responsible for the overall administrative management and
successful completion of the project, including, but not limited to: planning and coordinating regular
meetings of the Task Force and its subcommittees; planning, designing and implementing research
projects, reviewing literature, and analyzing data as determined by the needs of the Task Force.
Methodologies used may include, but are not limited to: surveys, public hearings, and focus groups. A
major component will be the analysis and reporting of the results obtained from the various data
gathering and/or survey methodologies. Other responsibilities will include the development of time
lines and work plans with both the task force and its various subcommittees; communication with the
Task Force Executive Committee and members of the Task Force; public relations; communication
with interest groups and the public; preparing and making presentations to potential and current
funders, bar associations, the courts, governmental agencies, and others; grant writing and fund
raising; budgeting and accounting; report writing and distribution.

Specific examples include:

1. Coordinate all Task Force and related meetings including developing agendas, materials
and the recording and distributing minutes of Task Force and Subcommittee meetings.

2. Meet regularly with the Chairs, Executive Committee and Subcommittees developing

and monitoring time lines and work schedules.

Enhance and implement existing research plan.
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[dentify research populations
5. Coordinate and arrange for public hearings and focus groups

6. Communicate Task Force activities and goals with Task Force members, the public
and special interest groups

7. Accounting and Budgeting
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WSBA JOB SPECIFICATIONS

(To be ussd for recrulting and Job evaluation purposes)

Title _DIVERSITY ADVOCATE Department MCR
Immediate Supervisor_Member and Community Relations Director Job Grade 10
Immediate Subordinates necne FLSA Status____Exempt

Approval Date_ 081804
Approved By___JBerrsti

L General Summary: In two to four sentences state the major purpose, objective, or function
of the position.

The overall objective of the Diversity Advocate is to institutionalize and facilitate the WSBA'’s
commitment to diversity, as embodied in WSBA Strategic Goal #9 adopted by the WSBA Board
of Governors in May 2003: “The WSBA will promote diversity, equality, and cultural competence
in the courts, legal profession, and the Bar.” There are two primary functions of this position:
managing the WSBA’s diversity efforts and itiatives, including proactive outreach and
involvement with the minority bar associations znd overseeing efforts to increase mvolvement by
diverse groups in the WSBA; and managing the WSBA Leadership Institute. Additionally, the
Diversity Advocate will work on the Initiative for Diversity (and some of this position’s tire will
be so charged).

L. Principal Duties and Responsibilities: Briefly describe the work actually performed and list
in order of importance. Begin each sentence with an active verb, such as assists, Dlans,
performs, administers, etc. Focus on the purpose of the function and the results to be
accomplished. Also indicate the approximate percentage of time each duty/responsibility is
performed.

Please note: This is a new position. Percentages are approximates and may change.

* Serve as a conduit between the minority bar associations and the WSBA. Proactively outreach
to, and serve as a resource and advocate for, the minority bar assaciations, to include
providing assistance as they desire in promoting and enhancing their membership and
activities, and promoting and enhancing their participation in the activities and gavernance of
the WSBA. 20%

» Manage the WSBA. Leadership Institute (WLI), including serving as the WLI Advisory
Board's lizison, coordinating all programs, and establishing a relationship with all WILI
participants. 20%

e Serve as staff suppart for the Initiative for Diversity. 15%

* Serve as a resource for the Board of Governors, to ensure that diversity and equality are key
considerations in its formulation of policy, and in the appointment of cornrittees and task

forces. 7%

* Serve as a resource for the Washington Young Lawyers Division and WSBA sections. 5%
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* Develop projects to promote diversity in WSBA membership (including outreach to high-
school students). 5%

s Serve as staff liaison to the WSBA Cormmittee for Diversity. 5%

* Serve as a resource for the Access to Justice community, and be a repository of information
about matters of diversity in access to justice programs and initiatives. Provide guidance to
ensure that diverse populations are well-served. 5%

* Participate in the WSBA committee-appointment process, to ensure diversity and equality.
3%

* Serve as a resource on matters of diversity, equality, and cultural competence to persons who
appear on behalf of, or represent, the WSBA. This may include coordinating an educational
session with the Board of Governors. 3%

° Serve as a resource on matters of diversity, equality, and cultural cempetence to WSBA
commrittess (with particular emphasis on the Law Examiners Cormmittes, Law Clerk
Committes, Character and Fitness Corrrmittes, and Continuing Legal Education Comumittes).
2% :

» Work with WSBA Human Resources to ensure implementation of the Diversity Commmitments
at the WSBA. 2%

° Prepare and submit an annual report to the WSBA Board of Governors. 2%

¢ Work with the editors of Bar News and De Novo to include articles devoted to diversity,
equality, and cultural competence. Also serve as a resource for the WSBA’s website and other
publications. 2%

* Maintain information and statistics about the employment of diverse persons in the legal
profession. 2%

* Performs other duties as assigned. 2%
M, Background
A. Supervision:

This position does not have any direct supervisory responsibilities. This position must be able to
work well independently, with minimal direct supervision.

B. Corfidentiaiity: Describe the exposure level to confidential information. Explain the type of
information handled.

There may be some exposure to confidential information, and this position rrust be sensitive to,
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and aware of, any information that may be of a sensitive or confidential nature.

C Mental Application: Describe the nature of the decision-making ability the position reguires
versus the extent to which the work is governed by established policies and pracedures.

This position requires a good strategic thinker who is able to make decisions independently,
consistently exercises sound judgment, and is able to implement strategies to accomplish goals
and tasks.

D. Problem Solving: Describe the types of challenges and problems the position encounters and
must use good judgment in selecting the best coyrse of action.

As indicated by the principal duties and responsibilities, this position is involved in nearly every
area of the WSBA, and one challenge will be prioritizing and balancing work appropriately, as
well as interfacing with many different groups.

E. Responsibilities: State the extent to which an error in judgment on the job would result in Joss of
time, expense, or pyblic/member goodwill.

There is 4 high public-relations component to this job and attention to detail, courtesy, diplomacy,
and tact are extremely important.

F. Iuternal and Public Contacts: Describe the level of contact with others outside and within
the organization. Consider the level of topics discussed, as well as the number of contacts and
their effect on WSBA operations. List meetings/committees that are regularly attended.

The Diversity Advocate will be very visible and will have extensive front-line contact with many
WSBA members, including the Board of Governors, presidents and memibers of minority bar
associations, their suppart staff, as well as some public contact. Additionally, this position will
have internal contact with most WSBA departments. The Diversity Advocate will participate in
many meetings, both inside and outside the office.

G. Magnitude and Scope: (Dollars affected) List the amount and type of financial impact.

This position isTesponsible for management of the WSBA Leadership Institute, including its $25,000
budget.

IV. Cenditions and Equipment

A. Werking Conditions: List the conditions, other than office environment, that the position must
work under, i.e. deadlines, stressful situations, high work volumes, etc.
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Fast-paced environment with internal project deadlines and external deadlines from individuals
and specislty groups. This pesition must be able to juggle multiple and competing demands in
stressful situations.

B. Eguipment Operation: List the type of equipment that is used by this position and the
knowledge/skill level required.

Microsoft Office 2000 (Word, Excel, Access, PowerPoint); Microsoft Outlook and Internet
Explorer; telephone; photocopier, fax machine. Knowledge/skill level — high degree of
proficiency.

V. Specifications: List the education, knowledge, skills, and abilities required to perform the
Jjob duties (include any reguired licenses or certificates).

A, Education Reguired:

While a law degree is not a requisite for the position, it is a desirable qualification. At a rminimum,
the Diversity Advocate should possess a bachelor’s degree.

B. Experience Required:

Previous experience working in 2 honprofit organization and working with volmteers is desirable.
Experience working in a paosition in which diversity concerns were the primary focus of the jobis
desirable. Public speaking.

C. Abilities/'Skills Required:

The Diversity Advocate should be a person with proven skills in mterpersonal communications
and with demonstrated experience in the promotion and/or facilitation of diversity interests and
issues. This will require demonstrated familiarity with the interests and concerns of persons of
color, ethnic, and/or racial minorities, as well as persons who may have been in any way
disenfranchised and/or underrepresented in the practice of law, membership in the WSBA, and/or
its governauce.

This individual must be well organized and able to work in a fast-paced envirorment with
demonstrated ability to handle multiple and competing demands. Excellent organizational skills,
and the ability to manage projects effectively and efficiently are required. The ability to
successfully develop and effectively deliver presentations is also required.

VI Reasonable Accommodation: List the essential functions of the job that must be performed,
with or without reasonable accommodation.

Telephone and computer work. The ability to attend meetings out of the office (includmg out of
town travel).

The staiemems contained i (s job specification ure nof necesserily all-inclusive; additional dutics mzy bo assigned and requiremenls msy vary fom
time to time,



Director of Diversity

The Director of Diversity will provide the vision, leadership and support for
developing and implementing programs and practices to encourage diversity
in the New York legal community.

Responsibilities:

e Disseminate information about the Statement of Diversity Principles
and obtain additional signatories of the Statement;

e Monitor, analyze and report progress of the signatory firms in
implementing the Statement of Diversity Principles, with technical
assistance from Deloitte & Touche;

e Collect and disseminate information about evolving best practices
aimed at recruitment, retention and promotion of a diverse and
inclusive legal environment;

o Provide signatories information on diversity resources on such matters
as diversity training and specialized search firms;

» Develop the diversity section on the Association’s website;

o Create networking opportunities for people working on diversity issues
in law firms, corporations and public law offices;

¢  Support and coordinate Association committee activities and programs
in the area of diversity;

o  Plan and organize an annual diversity event; and

o  Assist in developing financial support for the Office of Diversity.

Reporting Relationship

The Director of Diversity will report to the Association’s Executive
Director and work closely with the Association President, the Committee to
Enhance Diversity in the Profession and the other Association committees
involved in the diversity initiatives.

Qualifications

o  Five plus years experience developing and/or managing diversity
programs, preferably in a professional services environment.

e  Strong public speaking and written communication skills.

e Law or other relevant graduate degree desirable.

¢  Strong commitment to diversity.

If interested and qualified, please send cover letter and resume te:
The Association of the Bar of the City of New York
Attn: Human Resources Director
42 W. 44" Street
New York, NY 10036
Email: humanresourcesfabeny.org














































