STATE OF CALIFORNIA
DEPARTMENT OF GENERAL SERVICES

DUTY STATEMENT

GS 907T (REV. 04/02)


SHADED AREA FOR HUMAN RESOURCES ONLY

	INSTRUCTIONS:  Refer to the Payroll and Personnel Procedures Manual (PPPM) for Duty Statement Instructions.
	RPA-

OAH-6920
	EFFECTIVE DATE:

     

	1.  DGS OFFICE OR CLIENT AGENCY

Office of Administrative Hearings
	POSITION NUMBER (Agency - Unit - Class - Serial)

306-662-1277-002

	2.  UNIT NAME AND CITY LOCATED

Administration, Sacramento
	3.  CLASS TITLE

Legal Support Supervisor I 

	4.  WORKING HOURS/SCHEDULE TO BE WORKED


8:00  FORMDROPDOWN 
 to 5:00  FORMDROPDOWN 

	5.  SPECIFIC LOCATION ASSIGNED TO


2349 Gateway Oaks, Suite 200, Sacramento


	6.  PROPOSED INCUMBENT (If known)

     
	7.  CURRENT POSITION NUMBER (Agency - Unit - Class - Serial)

306-662-1277-002


	YOU ARE A VALUED MEMBER OF THE DEPARTMENT’S TEAM.  YOU ARE EXPECTED TO WORK COOPERATIVELY WITH TEAM MEMBERS AND OTHERS TO ENABLE THE DEPARTMENT TO PROVIDE THE HIGHEST LEVEL OF SERVICE POSSIBLE.  YOUR CREATIVITY AND PRODUCTIVITY ARE ENCOURAGED.  YOUR EFFORTS TO TREAT OTHERS FAIRLY, HONESTLY AND WITH RESPECT ARE IMPORTANT TO EVERYONE WHO WORKS WITH YOU.

	8.  BRIEFLY (1 or 2 sentences) DESCRIBE THE POSITION’S ORGANIZATIONAL SETTING AND MAJOR FUNCTIONS
Under the direction of the Staff Services Manager I, supervises the work of the legal support staff that provides legal secretarial and administrative support services to a staff of  Administrative Law Judges in the OAH Special Education Division.     



	9.  Percentage of time


performing duties
	10.
Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each.  Group 


related tasks under the same percentage with the highest percentage first.  (Use additional sheet if necessary)


	35%

	ESSENTIAL FUNCTIONS

In accordance with the rules, regulations and guidelines of the California Administrative Procedure Act (APA), California Department of Education, Department of General Services Manual, Agency Guidelines, and the Office of Administrative Hearings Manual, performs the full range of Legal Support Supervisor I duties.    

In order to meet required deadlines established by CDE, APA, OAH, and agency guidelines, employee performs a wide variety of supervisory and administrative duties needed to maintain the legal support function of the Special Education Division in the administering of the requests for hearings.  

· Supervises a support staff consisting of Senior Legal Typists and Office Technicians (Typing) who perform duties in the following areas:  receptionist, calendaring, ordering of transcripts, and typing of proposed decisions.

· Directs support staff on instructions and/or procedures relating to the above clerical functions.  Routinely meets and confers with individual support staff to discuss procedures, tasks, or functions of their duties.  Delegate unassigned tasks to the support staff when necessary.




	11.  
SUPERVISOR’S STATEMENT:  I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE


	SUPERVISOR’S NAME (Print)

Cheryl Hill, SSM I
	SUPERVISOR’S SIGNATURE

	DATE

     


	12.
EMPLOYEE’S STATEMENT:
I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE RECEIVED A 


COPY OF THE DUTY STATEMENT


	The statements contained in this duty statement reflect general details as necessary to describe the principal functions of this job.  It should not be considered an all-inclusive listing of work requirements.  Individuals may perform other duties as assigned, including work in other functional areas to cover absence of relief, to equalize peak work periods or otherwise to balance the workload.

	EMPLOYEE’S NAME (Print)

     
	EMPLOYEE’S SIGNATURE

	DATE

     


STATE OF CALIFORNIA
DEPARTMENT OF GENERAL SERVICES

DUTY STATEMENT

GS 907T (REV. 1/98)

	9.  Percentage of time


performing duties
	10.
Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each.  Group 


related tasks under the same percentage with the highest percentage first.  (Use additional sheet if necessary)


	30%
20%
15%
	· Informs support staff on the expectation of their performance and the duties of their position.   Provides instructions/training on new tasks or changes in duties.  Evaluates performance of employees by conducting periodic meetings with the employee and verbal inquires to Administrative Law Judge or Administrative Staff for whom the work is performed to determine if there are areas that need to be addressed.  Documents the evaluation in writing with copy to employee.

· Ensures the Director, Deputy Director and Division Presiding ALJ are apprised of sensitive and problematic issues and provides technical background and history on hearing issues to OAH management.

· Approves time off, ensuring each unit is properly staffed.  Maintains file on each support staff to document time off and reason.  Approves each support staff’s monthly PAL (Project/Accounting/Leave balance program) which reflects work time and absences.

In order to work with staff to develop policies and procedures and to improve processes and practices for these support functions, conducts monthly staff meetings to disseminate information and/or brainstorm for accomplishing tasks.  Maintains liaison between the support staff, Presiding ALJ, and Administrative staff.

In order to select qualified staff that possess the experience and qualities necessary to complete assigned duties, the LSS I will actively participate in the selection process for support staff in the Special Education Division.

· Participates in interviewing, recruiting and hiring legal secretaries and administrative support staff by reviewing applications to determine eligibility and experience.  Arranges with applicant for interview time.  In conjunction with Chief of Administration and/or Presiding ALJ, creates a list of questions pertaining to the particular position being filled.  Participates with the Chief of Administration and/or Presiding ALJ in the interviews.  Asks the set questions and takes notes on responses.  After interview is conducted, discusses results with Chief of Administration and/or Presiding ALJ to determine selection ranking of applicants.

Marginal Functions

In order to serve as backup to the staff being supervised, steps in and assists staff with workload when shortage of staff occurs.  Tasks can include ordering supplies when necessary, inputting cases into the Practice Manager System, calendaring cases for hearing, ordering transcripts for requesting party, coordinating the copying documents by outside vendors, and typing proposed decisions.




STATE OF CALIFORNIA
DEPARTMENT OF GENERAL SERVICES

DUTY STATEMENT

GS 907T (REV. 1/98)

	9.  Percentage of time


performing duties
	10.
Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each.  Group 


related tasks under the same percentage with the highest percentage first.  (Use additional sheet if necessary)


	
	Knowledge and Abilities
Knowledge of: Technical legal terms and various legal forms and documents and their processing; modern office methods and procedures and office supplies, materials and equipment; business English and correspondence; principles of effective supervision and training; department’s Equal Employment Program objectives; a manager’s role in the department’s Equal Employment Program and the processes available to meet equal employment objectives.

Ability to:  Read and write English at a level required for successful job performance; prepare correspondence independently utilizing good English; communicate effectively; follow directions; analyze situations accurately and take effective action; secure and maintain cooperative relationships with all persons contacted in the work; type at a speed not less than 40 words a minute.
Desirable Qualifications
· Excellent organizational skills and work habits.

· Excellent oral and written communication skills.

· Excellent interpersonal skills.

· Ability to work as a team leader in a team environment.
· Strong leadership and supervisory skills.

· Knowledge of the principles of supervision.
Work Environment, Physical or Mental Abilities

· Office environment, business dress

· Sitting in a normal seated position at a computer for extended periods of time.




