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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

7345-OAH 

ANALYST’S INITIALS

 AIO 
DATE

1/15/13 


	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

Administrative Law Judge I/II 
 
	POSITION NUMBER

306-662-6068/6071-916

	TENURE

Permanent
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R02

	OFFICE OF

Administrative Hearings- General Jurisdiction 
	LOCATION OF POSITION (CITY or COUNTY)

San Diego 
	 FORMDROPDOWN 
 SALARY

ALJ I: $7494-$9426

ALJ II: $7858-$9889


	SEND APPLICATION TO:

Office of Administrative Hearings
2349 Gateway Oaks Drive, Suite 200
Sacramento,  CA  95833
Attn:    Laura Gutierrez  
	REPORTING LOCATION OF POSITION

 1350 Front Street, Room 6022
	

	
	SHIFT AND WORKING HOURS

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

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  263-0588
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Presiding Administrative Law Judge
	FILE BY

1/31/14 


	This is a job announcement for two positions in the General Jurisdiction Division, Office of Administrative Hearings located in San Diego.  If you are interested please submit a completed State Application (STD 678), resume, and writing sample to the address above. <br>
<br>
Applications will be evaluated based on eligibility, desirable qualifications, and writing samples, after which interviews will be conducted.  Only the most qualified applicants will be interviewed. Please state the basis for eligibility on the State Application (i.e., SROA, surplus, reemployment, reinstatement, transfer, or list eligible). Surplus candidates must attach a copy of their letter. Applications received without the above information MAY NOT be considered for review. Only the most qualified candidates will be considered for an interview. <br>
<br>
SELECTION CRITERIA – <br>
· SROA/Surplus employees are encouraged to apply. <br>
· Transfers, reinstatements, or recruitment from the employment list may be considered.  Consideration may be given to applicants on another Department’s employment list, provided the criteria are met to transfer the eligibility from the employment list to DGS’ employment list<br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br>
<br>

Essential Functions: <br><
Under the direction of the Presiding Administrative Law Judge, the Administrative Law Judge (ALJ /II) I preside over a full range of quasi-judicial hearings, following the procedural rules of the Administrative Procedural Act and applicable statutes and regulations.  The ALJ I/II travels extensively to conduct hearings through California for state and local agencies, special districts, and school districts. In order to conduct quasi-judicial hearings, pre-hearing and settlement conferences, and other types of dispute resolution preceedings for state and other public agencies. <br>

<br>
Hearing Process: <br>
Conducts hearings and listens to testimony and evidence for extended periods of time. Is responsible for overall management of assigned proceeding. And ensuring creating of a comprehensible and complete official administrative record. Duties include: <br>
· Controlling the course of the hearings- ensuring that the hearings are conducted in a professional manner and that the record of the hearing is clear for later review, including marking and recording exhibits, ruling on objections, admonishing participants regarding proper conduct. <br> 
· Questioning witnesses as necessary to complete the record. <br>
· Ruling on the admissibility of evidence. <br>

· Establishing schedules for further proceedings, including the submission of written argument or post-hearing documentation. 


	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
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	 CLASS TITLE

ADMINISTRATIVE LAW JUDGE I/II  
	POSITION NUMBER

306-659-6071/6068-916
	RPA NUMBER

OAH-7345
	FILE BY


1/31/14

	· Taking notes of all evidence submitted, including detailed notes of testimony of each witness, as well as witness demeanor observations. <br>
· Administering oaths for witnesses. <br>
<br>
Proposed Decisions: <br>
In order to utilize desktop and portable personal computer, drafts proposed decision in each case heard by employing standard format which includes but is not limited to introductory information, findings of fact, conclusions of law, and proposed order.   Relies upon notes taken during the hearing of the facts and evidence presented and submitted to prepare Proposed Decisions.  Researches applicable law through conventional and computer assisted means.  Completes proposed decisions within the statutory time-frame. <br>
<br>
In order to perform the functions of the position, the Administrative Law Judge also: <br>
· Maintains on-going communication and with Presiding Judge regarding workload, need for “writing time” or other time off-calendar, and works as a team with other ALJs to ensure cases on calendar is heard on a timely basis and any changes to calendar are coordinated by the ALJ I through the Presiding Administrative Law Judge. <br>
· Maintains mutually respectful relationships with support staff to ensure efficient calendaring of matters as well as completion of correspondence and decisions on a timely basis. <br>
· Conducts self in all personal and professional manners consistent with the Administrative Adjudication Code of Ethics (Government Code Section 11475 et.seq.)r<br>>
<br>
Marginal Functions: <br>
May be assigned to research through the internet or written legal opinions regarding particular aspects of administrative law as requested by Presiding Judges or Director. <br>
<br>
Knowledge and Abilities<br>
Knowledge of:  Legal principles and their application; conduct of hearing proceedings and provisions of the Administrative Procedure Act; rules of evidence governing such procedure and laws relating to serving notices, taking depositions, and issuing subpoenas; legal research methods; court decisions interpreting the powers of administrative boards and agencies; principles and theories of administrative law and judicial review of administrative actions; principles and objectives of effective public administration procedures in furthering these objectives; legal terms and forms in common use. <br>
<br>
Ability to: Perform legal research; analyze, appraise, and apply legal principles, evidence, and precedents to legal problems; make accurate summaries of evidence and prepare appropriate findings and conclusions of law and make recommendations based on such facts; conduct fair and impartial hearings in a manner that will obtain all pertinent evidence and secure confidence and respect; maintain a fair and impartial attitude of mind without bias or prejudice; communicate effectively; coordinate the work of others and assist and advise them in their work; establish and maintain cooperative relations with those contacted in the course of the work. <br>

<br>
DESIRABLE QUALIFICATIONS<br>
· Admission to practice law in California for at least five years immediately preceding application for appointment. <br>
· Member of the State Bar of California. <br>
<br>
SPECIAL PERSONAL CHARACTERISTICS <br>
· Excellent oral and written communication skills. <br> <
· Dependability and excellent attendance record. <br><r>
· Excellent interpersonal skills. <br> <r>
· Excellent active listening skills. <br><b
· Ability to meet deadlines. <br><b
· Requires the ability to effectively handle stress and deadlines. <br>
· Requires the ability to use tact and judicial temperament. <br>
<br>
· Work Environment, Physical or Mental Abilities <br>
· Office environment, business dress according to office policy. <br> 
· Experience with computers, Word, and Windows software. <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>




