	Public Employment Relations Board
	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

020-PERB
ANALYST’S INITIALS

NSW/KM
DATE

04/22/14


	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

Senior Legal Analyst
	POSITION NUMBER

315-001- 5333-001
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

E97

	OFFICE OF

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

Sacramento
	 FORMDROPDOWN 
 SALARY

Range: L 
4619.00 
- 
5784.00

	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

	

	
	
	FILE BY

05/02/14


	SELECTION CRITERIA
Provide a completed State application and a detailed résumé.  Include two writing samples:  a court-filed memorandum of points and authorities or brief (or similarly substantive document that includes discussion of a legal issue or issues); and a substantive, non-confidential correspondence item.  

Submit applications by U.S. or interagency mail to the address above.  Applications will be evaluated and interviews may be scheduled.
· 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. <br>
*PERB is excluded from the collective bargaining units. 

ESSENTIAL FUNCTIONS

The Senior Legal Analyst works under the direction of the Board’s Chair who is appointed by the Governor. The incumbent is responsible for every aspect of the appeals process, ensuring that appeals are handled in conformity with the procedural rules contained in the California Code of Regulations. Core duties are completed with a high level of independent judgment and autonomy, and include the processing, coordination and proper disposition of all appeals filed with the Board itself, and the determination of compliance with the appeals process through research, drafting and issuance of administrative decisions. Specifically, the job duties of the Appeals Assistant include the following:




	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

Senior Legal Analyst
	POSITION NUMBER

315-001-5333-001
	RPA NUMBER

020-PERB
	FILE BY

05/02/14

	LEGAL

Independently ensure the proper handling, paneling and disposition of appeals Filed with the Board:

· Independently identify, research, and analyze applicable statutes, regulation, and precedential decisions (legal resources); draft and issue administrative decisions arising out of improperly filed documents, i.e., appeals or responses/oppositions to appeals that are untimely filed or filed by non-parties, filings that are not explicitly permitted under applicable Board rules and regulations such as successive petitions for reconsideration; and process appeals from administrative decisions.

· Independently identify and analyze legal issues requirements for purposes of communicating and coordinating with regional attorneys, administrative law judges, assistant general counsel, general counsel, outside attorneys representing parties, and unrepresented parties regarding legal documents with respect to cases on appeal, which include appeals from dismissals, appeals from administrative decisions, and exceptions to proposed decisions.

· Receive appeals, independently review appeals for compliance with regulatory requirements, and if an appeal is non-compliant, notify the filing parties as to the action or actions needed to perfect the appeal under  applicable Board rules and regulations; independently identify issues presented by the filing of an appeal  that need to be addressed, conduct legal research, gather and summarize background information related to each issue, apply a thorough understanding of the law to the issues, and make a determination as to the proper disposition of each issue in accordance with applicable Board rules and regulations and Board precedent; independently develop and implement a course of action to be taken with regard to each appeal; recommend a course of action to the Board Chair on matters requiring special attention such as might be presented by a request for extension of time, a request for withdrawal of the appeal, a request to expedite a case, a request to place a case in abeyance, a request for oral argument, or a request to file an additional submission.

CASE MANAGEMENT

· Assemble administrative law judge and board agent certified files, and incoming filings, into one complete case file for the Board’s appellate file; create and update indexes for each file; and maintain security of files and all confidential information contained within the appeals process according to Board guidelines and systems;

· Independently review and assign cases on appeal to Board panels of three members by applying Board guidelines and systems for paneling cases;

· Gather and track information on all in-progress draft decisions; assess and identify information technology needs, and assist in the development and maintenance of computer tracking systems for all Board appeal case records and related information with information technology programmers under contract with the Board;

· Create computer-generated reports on a weekly basis to update Board staff on appeals, including the paneling and docketing of cases and other case management information. 

ADMINISTRATIVE
· Review and proof draft decisions issued by the Board itself to ensure conformity with rules of grammar, PERB style conventions and the California Style Manual and to ensure clarity and accuracy of content as well as internal consistency; and work closely with Board member authors and their legal advisors regarding suggested edits and other recommended changes to draft decisions;

· Finalize Board decisions by reviewing changes one last time, dating and numbering decisions, appending any necessary attachments; calendar and track deadlines for further administrative and judicial review processes; and notify General Counsel and administrative staff of necessary compliance with Board decisions;

· Ensure that decisions issued by the Board itself are served on the correct parties and copies sent to libraries and other repositories of Board decisions;

· Publish Board decisions and the case docket on PERB’s website in coordination with the Board’s Webmaster;

· Serve as the main contact to the superior and appellate courts for all issues relating to cases on judicial review including, for example, calendaring, missing documentation, augmentation of the administrative record;

· Make records available for inspection or copying pursuant to public records act requests; under time constraints, prepare, organize and certify appellate case files  pursuant to court writs/orders and individual requests; 

· For Board decisions on judicial review with California appellate courts and superior courts, prepare administrative record and certification of administrative record under time constraints for lodgment in the courts, including indexing and organizing documents with appropriate Bates-stamp numbering;

· Respond to inquiries from the public and parties regarding the appeals process, applicable filing deadlines, status of cases on appeal and other miscellaneous issues. 
MARGINAL FUNCTIONS
Perform other related duties such as archiving records and providing general organizational support to the Board.

KNOWLEDGE AND ABILITIES

Knowledge of: Basic legal concepts, terminology, principles and procedures; use of legal reference materials; role of a paralegal staff in a legal office.

Knowledge of all relevant statutes, rules, regulations and case law.

 

Ability to: Reason logically; analyze situations accurately and recommend an effective course of action; write effectively; prepare reports and summary sheets which set forth a statement of the facts, applications of relevant law and conclusions; read and understand statutes, court decisions, legal documents and similar material; prepare drafts of pleadings; draft litigation discovery documents, such as interrogatories and motions; work cooperatively with attorneys, clerical staff, technical staff and the general public. Demonstrated ability to act independently, to communicate effectively both verbally and in writing, and to assume increased responsibility.

DESIRABLE QUALIFICATIONS

Knowledge of proper format pursuant to rules of court and California Style Manual; use of legal resources from traditional library references and software applications.

Ability to type, format, file, and serve legal pleadings in multiple jurisdictions, including superior courts, appellate courts, federal courts, administrative hearings; independently perform legal secretarial and analyst work; coordinate and schedule legal services; screen mail, visitors, and telephone calls and take appropriate action; interact with courts, administrative agencies, government entities, parties and witnesses as directed by staff; ensure deadlines are met; compose correspondence; give information and provide assistance using good judgment and discretion; maintain case and administrative files and records.

SPECIAL PERSONAL CHARACTERISTICS

· Ability to maintain interest and enthusiasm in work which includes routine office tasks

· Ability to work independently with tasks of varying levels of difficulty

· Ability to handle sensitive and confidential assignments with tact and diplomacy

· Ability to work under pressure and time constraints

· Ability to handle changing priorities 

· Excellent Attendance

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES

· Office environment, business dress, according to current policy

· Sitting in a seated position for extended periods of time

· Requires ability to effectively handle stress and deadlines

· Ability to use a computer and the suite of Microsoft Office applications


