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	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
Assistant Chief Counsel
	POSITION NUMBER
305-010-5871-001
	TENURE
[bookmark: Dropdown1][bookmark: Text22]      
	TIME BASE
[bookmark: Dropdown4][bookmark: Text24]      
	CBID
M02

	OFFICE OF
Administrative Law
	LOCATION OF POSITION (CITY or COUNTY)
SACRAMENTO
	 SALARY
9,337
TO
[bookmark: Text9]10,815

	SEND APPLICATION TO:

Office of Administrative Law
300 Capitol Mall, Suite 1250
Sacramento, CA 95814

Attn:  Debra Cornez 
	REPORTING LOCATION OF POSITION
300 Capitol Mall, Suite 1250
	

	
	SHIFT AND WORKING HOURS
 - 8AM-5PM
	

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

	
	PUBLIC PHONE NUMBER
916-323-6225
	PUBLIC PHONE NUMBER
(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE
Debra M. Cornez, Director
	FILE BY
[bookmark: Text15]11/30/15



	This position is designated under the Conflict of Interest Code.  The position is responsible for making, or participating in the making, of governmental decisions that may potentially have a material effect on personal financial interests.  The appointee is required to complete form 700 within 30 days of appointment.  Failure to comply with the Conflict of Interest Code requirements may void the appointment. >br<
GENERAL 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. >br< 
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. >br<
· Applicants must submit a California STD 678 to the address listed above, together with proof of list eligibility, if applicable. Example: If you pass the online examination for Associate Arts Grants Administrator, please attach a copy of your exam results. >br<
DUTIES>br<
Under general direction of the Director of the Office of Administrative Law (OAL), the Assistant Chief Counsel will perform the most sensitive and complex legal work while conducting a legal review and analysis of rulemaking files for compliance with procedures and standards set forth in the Administrative Procedure Act (APA; Gov. Code, sec. 11340 et seq.).  >br<

ESSENTIAL FUNCTIONS >br<
The Assistant Chief Counsel will be expected to perform more difficult level of assignments with expertise utilizing case law and California statutory and regulatory law pertaining to the rulemaking process of the APA. The Assistant Chief Counsel will be expected to work with broad discretion and independence with minimum supervision and will act as an expert in the most complex areas of the APA. >br<

· Consults with and advises the Director and Deputy Director regarding the interpretation and analysis of the most complex law, court decisions, rules and regulations affecting the functions of OAL and related agencies. >br<
· Plans, assigns, directs, reviews and supervises the work of legal staff; performs the most complex legal analysis and review of existing regulations, proposed regulations and accompanying rulemaking records of other state agencies. >br< 
· Directs and recommends action on the most complex legislation and proposed OAL regulations. >br<
· Supervises the preparation of pleadings, briefs, and other legal documents in sensitive litigation. >br<
· Drafts the most complex legal memos, correspondence, opinions and other written material which set forth legal analysis and which memorialize OAL decisions concerning regulations. >br<
· Prepares the most complex reports; initiates reviews. >br<
· Directs, coordinates and performs administrative and management activities as necessary. Provides the most complex legal advice to the Director in the absence of the Deputy Director; advises on all matters relating to the work of the office. >br<





	
THE STATE OF CALIFORNIA IS AN EQUAL OPPORTUNITY EMPLOYER TO ALL, REGARDLESS OF AGE, ANCESTRY, COLOR, DISABILITY (MENTAL AND PHYSICAL), 
EXERCISING THE RIGHT TO FAMILY CARE AND MEDICAL LEAVE, GENDER, GENDER EXPRESSION, GENDER IDENTITY, GENETIC INFORMATION, MARITAL STATUS, MEDICAL CONDITION, MILITARY OR VETERAN STATUS, NATIONAL ORIGIN, POLITICAL AFFILIATION, RACE, RELIGIOUS CREED, 
SEX (INCLUDES PREGNANCY, CHILDBIRTH, BREASTFEEDING AND RELATED MEDICAL CONDITIONS), AND SEXUAL ORIENTATION
DGS JOB HOTLINE PHONE (916) 322-5990                            CALIFORNIA RELAY SERVICE FROM TDD PHONES 1-800-735-2929
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	 CLASS TITLE
Assistant Chief Counsel
	POSITION NUMBER
305-010-5871-001
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	· Prepares the most complex replies to inquiries from the general public as well as private and public attorneys, regarding legal requirements for the rulemaking process pursuant to the Administrative Procedure Act. >br<
· Confers with staff attorneys, chief counsels, executive officers and directors from other departments, agencies, boards and commissions on difficult and the most complex legal issues. >br<
· Performs assignments of the highest sensitivity involving the legal review and analysis of regulations pursuant to the APA rulemaking process. >br<
· Interprets, analyzes, and drafts proposed legislation and appears before legislative committees to present views of OAL on proposed legislation. >br<
· Advises and assists the Attorney General and other state agencies regarding matters involving the work of OAL. >br<

KNOWLEDGE AND ABILITIES >br<
Knowledge of:  >br<
Legal principles and their applications; legal research methods, court procedures, rules of evidence and procedure; administrative law and the conduct of proceedings before administrative bodies; provisions of laws and Government Code sections administered or enforced; principles of public administration, personnel management and supervision; the Equal Employment Opportunity Program objectives; a manager's role in the Equal Employment Opportunity Program and the processes available to meet Equal Employment Opportunity Program objectives. >br<

Ability to: >br<
Analyze legal principles and precedents and apply them to complex legal and administrative problems; present statements of fact, law and argument clearly and logically in written and oral form; draft opinions, pleadings, rulings, regulations and legislation; hold hearings and independently present difficult and complex cases in court; plan, organize and direct the work of a staff of attorneys; effectively contribute to the department's affirmative action objectives. >br<

DESIRABLE QUALIFICATIONS>br<
· Excellent research and writing skills. >br<
· Good communication skills. >br<
· Ability to perform difficult and complex legal research, in both state and federal statutes and case law within statutory timeframes. >br<

ADDITIONAL DESIRABLE QUALIFICATIONS>br<
The ideal candidate will be someone who enjoys research and writing, and who can quickly acquire an in-depth knowledge of a new area of law and pays attention to detail. >br<
· Maintaining a work environment free of discrimination and harassment. >br<
· Principles and practices of employee supervision, development, training, and personnel management. >br<
· Formal and informal aspects of the legislative process. >br<
· Effectively contribute to the Equal Employment Opportunity Program. >br<
· Knowledge of the scope and character of California statutory law and provisions of the California statutory law and provisions of the California Constitution. >br<
· Knowledge of trial and hearing procedures and rules of evidence. >br<

SPECIAL PERSONAL CHARACTERISTICS>br<
Demonstrate ability to develop legal analytical and research skills for reviewing difficult, complex and sensitive rulemaking actions by state agencies and quickly master large volumes of materials; ability to acquire an in-depth knowledge of a new area of law. >br<
· Communicate effectively, both orally and in writing on complex legal and factual matters. >br<
· Ability to pay attention to detail. >br<
· Demonstrate ability to analyze situations accurately and adopt an effective course of action. >br<

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES >br<

· Appropriate dress for the office environment. >br<
· Frequent use of a personal computer and related software applications at a workstation. >br<
· Effectively manage stress associated with multiple projects and assignments under short time constraints. >br<
· Ability to work well under difficult circumstances. >br<
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