	Public Employment Relations Board
	EMPLOYMENT

     OPPORTUNITY
	1.  RPA #

021-PERB
ANALYST’S INITIALS

NSW
DATE

02/13/14


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

	2. CLASS TITLE

Administrative Law Judge I
	3. POSITION NUMBER

315-002-6122-020
	4. TENURE

 FORMDROPDOWN 
      
	5.  TIME BASE

Full Time
	6. CBID

E97

	7. OFFICE OF

Public Employment Relations Board
	9. LOCATION (CITY or COUNTY)

Glendale
	13.  FORMDROPDOWN 
 SALARY

$7499-$9340


	8. SEND APPLICATION TO:

Public Employment Relations Board
Attn:  Mary Ann Aguayo
1031-18th Street
Sacramento, CA  95811-4124
	10. WORKING HOURS

MON - FRI      8:00 am - 5:00 pm
	

	
	11. PUBLIC PHONE NUMBER


(916)  322-3112
	

	
	12. CALNET NUMBER


(8)       
	14. FILE BY

02/27/14


	DUTIES <br>
<br>
Under the direction of the Chief Administrative Law Judge (CALJ), the Administrative Law Judge I presides over a full range of quasi-judicial hearings including the most difficult or sensitive matters following PERB procedural regulations (Cal. Code Regs., tit. 8) and other procedural laws and rules similar to the Administrative Procedures Act.  The ALJ I conducts hearings throughout California concerning labor disputes involving  state and local agencies, school and community college districts, special districts, two transit districts, California State University, the University of California, and Trial Court Employees/Interpreters.

<br>
SELECTION CRITERIA -  The selection criteria will be in the following order: <br>
· SROA/Surplus employees are encouraged to apply and will be considered prior to other recruitment methods.

· 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>

ESSENTIAL FUNCTIONS <br>
<br>
Hearing Process <br>
<br>
Conducts quasi-judicial hearings in unfair practice charges/complaints, representation matters, and compliance proceedings for state and local agencies, school and community college districts, special districts, two transit districts, California State University, the University of California and Trial Court Employees/Interpreters.  The incumbent also schedules and conducts informal settlement and prehearing conferences, investigations, and other types of dispute resolution proceedings.  Duties include:
· Listening to testimony and evidence for extended periods of time, responsibility for overall management of assigned proceeding, and ensuring creation of a comprehensible and complete official record;

· Controlling the course of the hearing, ensuring that hearings are conducted in a professional manner, the hearing record is clear for later review, include marking and recording exhibits, ruling on objections, and admonishing participants regarding proper conduct;

· Taking notes of all evidence submitted, including detailed notes of testimony of each witness as well as demeanor observations;

· Accurately and completely tape recording the hearing on cassette tapes and labeling main and backup hearing tapes;

· Administering oaths to witnesses;

· Issuing subpoenas and subpoenas duces tecum requested by the parties;

· Instructing participants as to their rights and responsibilities in the hearing process;
· Questioning witnesses as necessary to obtain a full and complete record;  br>
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	2. CLASS TITLE

Administrative Law Judge I
	3. POSITION NUMBER

315-002-6122-020
	4. TENURE

Permanent
	5.  TIME BASE

Full-time
	6. CBID

E97

	ESSENTIAL FUNCTIONS (continued)
· Ruling on motions, objections, and the admissibility of evidence; and 
· Establishing schedules for further proceedings, including the submission of post-hearing written argument or documentation. <br>
<br>
Proposed Decisions<br>
<br>
In order to arrive at a proposed decision which may be reviewed by the five member Board the Administrative Law Judge will:

· Utilize desktop and portable personal computers to draft proposed decisions;

· Employ standard formats including but not limited to introductory information, findings of fact, conclusions of law, proposed order, remedial relief, and posted notice; 

· Rely upon notes taken during the hearing of facts and official record submitted to prepare proposed decisions;

· Research applicable law through conventional and computer assisted means; and 

· Complete proposed decisions within the statutory timeframe(s) unless additional time is required due to case length or complexity

<br>
Other Functions<br>
<br>
In order to perform the functions of the position, the Administrative Law Judge will also:

· Perform legal research; review proposed decisions of other ALJs to ensure peer review quality and consistency in decision-making; and prepare case-related correspondence, notices, and case status reports.

· Maintain ongoing communication with the CALJ regarding workload, need for writing time, telecommuting, and/or other scheduling.

· May also act in a lead person capacity to confer with, guide and assist other PERB staff in cases and training and orientation, perform administrative functions, confer with PERB officials on matters of policy, procedures, and interpretations of the eight PERB administered statutes, and assist the PERB CALJ in developing programs for continued improvement of the administrative hearing process.
<br>
Required Qualifications

· Admission to practice law in California for at least five years immediately preceding application for appointment.
· Active membership in The State Bar of California. <br>
Desirable Qualifications

· At least three years of litigation experience before  trial courts and/or quasi-judicial administrative forums or conducting administrative hearings and/or inquiries<br>
Special Personal Characteristics:  

· Excellent oral and written communications skills 

· Dependability and excellent attendance record 

· Excellent interpersonal skills, excellent active listening skills 

· Ability to effectively handle stress and deadlines
· Tact 

· Judicial temperament 

· Neat personal appearance 

· Normal hearing 

· Experience with computers, Word and Windows software 

· Maintains mutually respectful relationships with support staff 

· Conducts self in all dealings, personal and professional, in compliance with the Administrative Adjudication Code of Ethics (Cal. Govt. Code sec. 11475 et seq.) <br>
Work Environment, Physical or Mental Abilities:  

Office environment and business dress according to PERB policy. <br>
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