2. ATTORNEY AT LAW JOB DESCRIPTION
4- a. Duties, Powers, and Responsibilities
· Executing legal tasks assigned by the Legal Counsel to be performed before judicial and administrative authorities and providing reports on the outcomes. 
· Receiving and ensuring the receipt of all types of legal notifications. 
· Ensuring the preservation, transfer, and submission of documents. 
· Ensuring that lawsuits and execution proceedings filed by or against the University are recorded in the general document registry and computer systems, archived, and that records are kept accurately and timely. 
· Conducting necessary procedures within the scope of "White Code" legal assistance. 
· Representing the Legal Counsel by proxy in meetings when required. 
· Deputizing for the Legal Counsel. 
· Attending mediation meetings. 
· Participating in commissions and committees of which the Attorney is a member. 
· Performing other duties and tasks assigned by the Legal Counsel. 
· Identifying and ensuring the procurement of required fixtures, equipment, stationery, and materials. 
4- b. General Powers and Responsibilities
· Working in alignment with Pamukkale University’s quality policies and objectives. 
· Implementing workflows and operational rules defined by laws and legislation to ensure quality and standards. 
· Complying with occupational health and safety principles. 
· Performing duties in accordance with current laws and regulations. 
· Conducting studies for the continuous improvement of routine unit operations. 
· Preparing reports and documents required by duties and responsibilities and submitting them to the Legal Counsel. 
· Controlling internal and external correspondence. 
· Relaying instructions received from the Legal Counsel to unit personnel.

