1. LEGAL COUNSEL JOB DESCRIPTION
4- a. Duties, Powers, and Responsibilities
· Defending the rights of the University before judicial and administrative authorities in disputes involving students, administrative and academic staff, and other individuals or institutions. 
· Assisting the administration in ensuring that the University's actions are executed in compliance with current laws. 
· Preparing legal opinions on legal matters referred for consultation. 
· Conducting studies on regulations such as laws, bylaws, regulations, circulars, and directives assigned to the office. 
· Ensuring the efficient operation of the Legal Office staff and monitoring the complete fulfillment of their duties. 
· Carrying out necessary procedures within the scope of "White Code" legal assistance. 
· Attending meetings and committees of which the Counsel is a member. 
· Participating in mediation meetings. 
· Acting as the Spending Authority of the Legal Office, executing and signing necessary financial transactions. 
· Executing other duties and operations assigned by the Rector and Secretary General within the scope of the unit’s functions. 
4- b. General Powers and Responsibilities
· Managing the distribution of tasks based on the number and professional competencies of existing staff. 
· Working in alignment with Pamukkale University’s quality policies and objectives. 
· Conducting studies for the continuous improvement of routine unit operations. 
· Implementing workflows and operational rules defined by laws and legislation to ensure quality and standards. 
· Coordinating intra-unit and inter-unit activities and information exchange. 
· Preparing reports and documents required by duties and responsibilities and submitting them to the relevant superior unit. 
· Determining the scheduling of annual leave for staff. 
· Reviewing and controlling internal and external correspondence. 
· Relaying instructions from senior management to unit personnel. 
· Providing opinions to senior management regarding personnel procedures such as discipline, letters of appreciation, awards, and reassignments. 
