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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
008644-OLS
ANALYST’S INITIALS

NSW
DATE
06/17/14


	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 Assistant
	POSITION NUMBER
306-060-1820-xxx

	TENURE
[bookmark: Dropdown1][bookmark: Text22]      
	TIME BASE
Full Time
	CBID
R01

	OFFICE OF
Office of Legal Services
	LOCATION OF POSITION (CITY or COUNTY)
[bookmark: Text71]West Sacramento
	 SALARY

$3,386
 To
 $4,239



	SEND APPLICATION TO:
Department of General Services
Office of Legal Services
707 Third Street, 7th Floor, MS 102
West Sacramento, CA  95605
Attn:  Patricia Whitfield
	REPORTING LOCATION OF POSITION
707 Third Street 7th Floor, West Sacramento 95605
	

	
	SHIFT AND WORKING HOURS
 - 8:00 am to 5:00 pm
	

	
	WORKING DAYS, SCHEDULED DAYS OFF
[bookmark: Text78][bookmark: Text79][bookmark: Text80]MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER
(916)  376-5090
	PUBLIC PHONE NUMBER

	

	
	SUPERVISED BY AND CLASS TITLE
Henry Nanjo, Assistant Chief Counsel
	FILE BY
06/26/14



	<br>
SELECTION CRITERIA - - <br>
· SROA/Surplus employees are encouraged to apply and will be considered prior to other recruitment methods.<br>
· Transfers, reinstatements, or recruitment from the employment list may be considered.  Consideration may be given to applicants who are on a DGS employment list or on another department’s employment list.  Transfer of list eligibility must meet the criteria to transfer the eligibility from the other department’s employment list to DGS’ employment list. <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled.<br>
<br>
The Department of General Services’ (DGS) Core Values and Employee Expectations are key to the success of the Department’s Mission. That mission is to “Deliver results by providing timely, cost-effective services and products that support our customers.”   DGS employees are to adhere to the Core Values and Employee Expectations, and to perform their duties in a way that exhibits and promotes those values and expectations.<br>
 <br>
ESSENTIAL FUNCTIONS<br>
<br>
In order to provide assistance to staff attorneys and to process and document the department’s legal issues, the incumbent will utilize California statutory and regulatory authority pertaining to state contracting; contract manual; personnel management practices; employer/employee relations, and other policy directives, as well as utilizing modern office methods, supplies and equipment to perform the following duties at the direction and/or instruction of the Assistant Chief Counsel and/or staff attorney:<br>
<br>
· Gathers factual information and performs routine legal research to assist staff attorneys in determining appropriate action.<br>
· Assists in preparing drafts of briefs, notices of adverse actions, hearing notices, and other pleadings and legal documents.<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 Assistant
	POSITION NUMBER
306-060-1820-xxx

	RPA NUMBER
008644-OLS
	FILE BY
06/26/14

	· Prepares, arranges for, and monitors service of process of adverse action packages using a process server. <br>
· Assists in preparing drafts of answers to inquiries regarding legal requirements and procedures relative to the appropriate legal code and answers to inquiries regarding status of cases and departmental procedures by attorneys, parties and the public.<br>
· Prepares correspondence, reports and complex documents from information gathered in customized computer database and case files, using Microsoft Word and Excel.<br>
· Assists staff attorneys in reviewing legal documents and appeals.<br>
· Logs, tracks and preliminary reviews of Public Records Act requests and drafts initial response for review and approval by attorney.  <br>
· Assists departmental offices in responding to Public Records Act requests. <br><l
· Assists in receiving and gathering information in updating the State Contracting Manual.<br>
· Assists attorneys in processing bid protest cases.<br>
· Researches legislative histories and law related to a variety of issues using online legal library service, legal publications, and state legislative archives.<br>
· Prepares documents for opening and closing files for internal administrative purposes.<br>
· Maintains liaison and exchanges legal and factual information with other legal units of other State agencies.<br>
<br>
MARGINAL FUNCTIONS:<br>
· Maintain materials, files, law books, and manuals in an up-to-date condition.<br>
<br>
KNOWLEDGE AND ABILITIES:<br>
<br>
Knowledge of:<br>
· Basic legal concepts, terminology, principles and procedures.<br>
· Use of legal reference material.<br>
· Legal office management principles.<br>
<br>
Ability to:<br>
· Reason logically.<br>
· Analyze situations accurately and recommend an effective course of action.<br>
· Write effectively.<br>
· Prepare reports and summary sheets setting forth a statement of the facts, applications of the relevant law, and conclusions.<br>
· Read and understand statutes, court decisions, legal documents and similar material.<br>
· Work cooperatively with attorneys, clerical staff, technical staff and the general public.<br>
· Explain the provision of law, procedures, and problems to persons contacted in the work.<br>
<br>
DESIRABLE QUALIFICATIONS:<br>
· Successful completion of six semester units of paralegal or undergraduate legal courses, with at least three units in legal research.<br>
· Good organizational skills and work habits including initiative, good judgment, dependability and punctuality.<br>
· Excellent verbal and written communications skills including the ability to follow directions, analyze situations accurately, and take effective action.<br>
· Knowledge of and proficiency in the Microsoft Word, Microsoft Excel, and Microsoft Outlook.<br>
<br>
SPECIAL PERSONAL CHARACTERISTICS:<br>
· Ability to prioritize multiple, changing assignments and deadlines.<br>
<br>
INTERPERSONAL SKILLS:<br>
· Work in a team-oriented environment.<br>
· Ability to communicate with a diverse community, which may involve some exposure to aggressive clientele or adversarial conditions.<br> 

<br>
ADDITIONAL QUALIFICATIONS:<br>
· Evidence of continuing education, such as additional paralegal or legal coursework.<br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES REQUIRED TO PERFORM DUTIES:<br>
<br>
WORK ENVIRONMENT<br>
· Standard office setting.<br>  
· Cubicle style workstation.<br>
· Appropriate business dress for the work environment.<br> 
<br>
PHYSICAL ABILITIES<br>
· Able to move up to 15 pounds.<br> 
· May include occasional stooping, bending, twisting, turning, grasping, pushing, making repetitive hand movements, and reaching in the performance of daily duties.<br>
· Uses fine motor skills for computer or office machine use.<br>
· Hears, sees, reads, writes and speaks in a clear and concise manner.<br>
<br>
MENTAL ABILITIES<br>
· Effectively manage stress associated with multiple projects and assignments under time constraints.<br>
<br>
Some of the above requirements may be accommodated for otherwise qualified individuals requiring and requesting such accommodations.<br>
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