	Public Employment Relations Board
	EMPLOYMENT OPPORTUNITY
	1.  RPA #

003; 026-PERB
ANALYST’S INITIALS

NSW
DATE

03/21/14


	YOU MUST BE A PERMANENT OR PROBATIONARY STATE EMPLOYEE, A FORMER PERMANENT OR PROBATIONARY EMPLOYEE OR ON AN EMPLOYMENT LIST FOR THIS CLASSIFICATION IN ORDER TO APPLY FOR THIS POSITION.

	CLASS TITLE

LEGAL SECRETARY – 2 positions
	POSITION NUMBER

315-007-1282-xxx
315-002-1282-002
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

E97

	OFFICE OF

Public Employment Relations Board
	LOCATION OF POSITION (CITY or COUNTY)

Sacramento

	 FORMDROPDOWN 
 SALARY

Range: L 3038.00 - 3803.00

to

Range: M 3190.00 - 3994.00

	SEND APPLICATION TO:

Public Employment Relations Board

Attn:  Mary Ann Aguayo
1031 18th Street

Sacramento, CA  95811
	
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00 a.m. to 5:00 p.m.
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY
	

	
	PUBLIC PHONE NUMBER

(916)  322-3112

maguayo@perb.ca.gov

	

	
	
	FILE BY

04/07/14


	SELECTION CRITERIA <br>  
Provide a completed State application and a detailed resume. <br>  
r<br>  >
Submit applications by U.S. or interagency mail to the address above.  Applications will be evaluated and interviews may be scheduled.> <br>  
<<br>  r>
· SROA/Surplus employees are encouraged to apply.

· Transfers, reinstatements, or recruitment from the employment list may be considered. 
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <r<br>  >
<r<br >
ESSENTIAL FUNCTIONS <br>  
<br>  
In accordance with the principles and guidelines of Public Employment Relations Board (PERB) to process unfair practice charges, representation matters, assist with litigation cases, and ensure that the legal staff is supported and the office running efficiently, the following essential duties will be performed by the incumbent: <br>  
<br>  
· Prepare, draft, format, review, and proofread legal documents of varied complexity including, but not limited to briefs, pleadings, decisions, exhibits and discovery items, and correspondence by using style manuals, Rules of Court, computer research databases (e.g. Westlaw, Lexis) and other source documents for the correct format, grammar, case citations, and content to ensure accuracy and completeness. File and serve legal pleadings and briefs in a variety of cases, including requests for injunctive relief, appellate briefs, motions, compliance cases and various court documents in multiple jurisdictions including superior, appellate and supreme courts. <br>  
<br>  
· Review, prepare, edit, compose, and serve introductory information, correspondence, decisions, and complaints by generating the appropriate documents using Word and mailing the same via US mail.  Receive, organize, maintain, and create case and administrative document files (e.g. briefs, pleadings, decisions, correspondence, etc.). <br>  
<br>  



	CALIFORNIA STATE GOVERNMENT ( EQUAL OPPORTUNITY TO ALL REGARDLESS OF RACE, COLOR, CREED, NATIONAL ORIGIN, ANCESTRY, SEX, MARITAL STATUS, DISABILITY, RELIGIOUS OR POLITICAL AFFILIATION, AGE OR SEXUAL ORIENTATION.   IT IS THE OBJECTIVE OF THE STATE OF CALIFORNIA TO ACHIEVE 

A DRUG FREE WORK PLACE.  ANY APPLICANT FOR STATE EMPLOYMENT WILL BE EXPECTED TO BEHAVE IN ACCORDANCE WITH THIS OBJECTIVE BECAUSE 

THE USE OF ILLEGAL DRUGS IS INCONSISTENT WITH THE LAW OF THE STATE, CIVIL SERVICE RULES, AND A SPECIAL TRUST PLACED IN PUBLIC SERVANTS.

DGS JOB HOTLINE PHONE (916) 322-5990                (            CALIFORNIA RELAY SERVICE FROM TDD PHONES 1-800-735-2929

GS1T (REV. 1/98) - BPM 03/00


	 CLASS TITLE

LEGAL SECRETARY
	POSITION NUMBER

315-002-1282-002
	RPA NUMBER

026-PERB
	FILE BY

04/07/14

	· Maintain and update PERB’s litigation calendar by reviewing court dockets, following up with courts, agencies, counsel or witnesses required to establish timeframes and ensure deadlines are met and conflicts in scheduling are avoided. <br>  
<br>  
· Prepare, track, and update statistical reports regarding pending cases by using the Case Management System. <br>  
<br>  
· Answer and respond to telephone and visitor inquiries and greet visitors in accordance with office and departmental security procedures. <br>  
<br>  
· Maintain monthly timesheets for staff by comparing submitted timesheets to online Calendars and confirming that all staff have submitted timesheets prior to approval by the designated manager. <br>  
<br>  
KNOWLEDGE AND ABILITIES <br>  
<br>  
Knowledge of:  Technical legal terms and various legal forms and documents and their processing; modern office methods, supplies, and equipment; business English and correspondence; understanding of the Judicial process; Department and legal procedures and practices, and multiple and specialized areas of law; proper format of State and Federal citations; use of legal resources from traditional library references and software applications. <br>  
<br>  
Ability to:  Type at a speed of 45 words per minute; read and write English at a level required for successful job performance; establish and maintain effective working relationships; prepare correspondence independently; perform difficult legal clerical work including the ability to process a large variety of legal documents, spell correctly, use good English, and make arithmetic computations; transcribe accurately difficult dictation involving a variety of legal terms from a dictating machine; communicate effectively; follow directions; analyze situations accurately and take effective action; type, format, file, and serve legal pleadings in multiple jurisdictions, including State, Federal and appellate courts, or Office of Administrative Hearings; independently perform complex clerical and legal secretarial work; coordinate and schedule legal services; screen mail, visitors, and telephone calls and take appropriate action; interact with courts, administrative agencies, governmental entities, co-counsels, opposing counsels, or witnesses as directed by the attorney ensuring deadlines are met; compose correspondence; give information and provide assistance using good judgment and discretion; maintain case and administrative files and records; may act in a lead capacity over clerical staff including legal typists. <br>  
<br>  
DESIRABLE QUALIFICATIONS<br>  
<br>  
· Education equivalent to completion of the 12th grade. <br>  
<br>  
SPECIAL PERSONAL CHARACTERISTICS<br>  
Ability to:

· Work independently

· Handle sensitive and confidential assignments with tact and diplomacy

· Work under pressure and time constraints

· Handle changing priorities

· Possess good written and oral communication skills

· Punctuality and maintain consistent and excellent attendance

· Work hours between 8:00 a.m. and 5:00 p.m. <br>  
<br>  
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>  
· Office environment, appropriate business dress, according to current policy

· Sitting in a seated position for extended periods of time

· Ability to effectively handle stress and meet deadlines

· Ability and skill to use a personal computer, Internet search, Microsoft Office, and database applications




