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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

OAH- 8034
ANALYST’S INITIALS

AIO  
DATE

3/19/2014


	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 Typist
	POSITION NUMBER
306-662-3224-016/306-662-1139-xxx

	TENURE

Permanent 
	TIME BASE

 FORMDROPDOWN 
 
	CBID

R04

	OFFICE OF

Administrative Hearings
	LOCATION OF POSITION (CITY or COUNTY)

 Sacramento

	 FORMDROPDOWN 
 SALARY

OT 

A - $2,686 - $3,362

SLT 

A - $2,589 - $3,242

B - $2,894 - $3,621


	SEND APPLICATION TO:

Office of Administrative Hearings
2349 Gateway Oaks Dr. Suite 200
Sacramento,  CA  95833
Attn:  Lucia Brambila 

	REPORTING LOCATION OF POSITION

 2349 Gateway Oaks Drive, Suite 200
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00 AM - 5:00 PM
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  263-0880
	PUBLIC PHONE NUMBER

(   )  
	POST & BID FILE BY:

	
	SUPERVISED BY AND CLASS TITLE

Karen Thai, Legal Support Supervisor I
	FILE BY
4/3/2014


	><e>WILL CONSIDER FILLING AT THE OFFICE TECHNICIAN (TYPING) LEVEL<br>
<br>
This is a job announcement for the Special Education Division, Office of Administrative Hearings located in Sacramento.  If you are interested please submit a completed State Application (STD 678), and resume, to the address above.  Specify RPA #8034 and state your eligibility (e.g. lateral transfer) in the explanations box on the application.  If eligibility based on employment list, please submit copy of exam results.  Applications received without this information may not be considered for review nor will e-mailed applications be considered for review.<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>
SELECTION CRITERIA<br> 

· If interested, please submit a completed employment application, STD. 678 to the above address. <br>
· SROA/Surplus employees are encouraged to apply. <b >Please include a copy of your SROA documentation<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>
In order to meet required deadlines established for State, county, and local agencies, the Senior Legal Typist (SLT) manages a larger caseload with more complex cases and minimal supervision than an Office Technician does.  The SLT utilizes OAH Practice Manager (PM) and Microsoft Word to perform the following calendaring duties: <br>
· Prepares electronic case files by inputting information regarding parties, hearing dates, agencies, and other case related information into PM for CDE’s Special Education (SE) Program for all OAH SE regional offices within required timelines. <br>
· Follows direction given by the Division Presiding ALJ or SE analyst to assign and reassign ALJs to cases in PM.  Ensures that all pertinent parties are aware of any changes by calling parties or issuing orders/notices. <br>
· Updates calendar when mediation results are received from mediator and sends out appropriate notice to the parties.  Scans mediation results if needed and drops it into the case file within PM.  Sends out mediation survey information to parties who attended mediation within 30 days of mediation date. <br>
· Ensures that the hearing calendar within PM reflects the current and correct status of all pending or closed cases. <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

Senior Legal Typist
	POSITION NUMBER

306-662-3224-016/306-662-1139-xxx

	RPA NUMBER

OAH- 8034
	FILE BY


4/3/2014

	ESSENTIAL FUNCTIONS (continued)
· Handles incoming correspondence pertaining to matters and determines if action needs to be taken by following consistent procedures. <br>
· Prepares and issues all required orders, notices and proofs of service using templates within PM consistent with required procedures.  Creates proofs of service and issues orders prepared by ALJ’s to all parties. <br>
· Scans mail filed documents into corresponding cases to ensure all documents are properly filed. <br>
<br>
In accordance with the policies and procedures of the Office of Administrative Hearings (OAH), Special Education Division, employee performs the full range of Senior Legal Typist (SLT) duties. <br>
· Receives e-mails from the Faxination clerk and processes case documents that are filed using consistent procedures. <br>
· Processes all motions filed by parties, reviews the orders from the ALJ’s, makes the appropriate changes to the calendar and issues the orders to all parties using consistent procedures. <br>   

· Contacts pro tem ALJ’s by phone or electronically concerning assignments. <br>
· Coordinates and arranges interpretation and translation services for cases by filling out appropriate forms and submitting to the interpreter/translation service provider.  Follows up in writing and by phone if necessary. <br>
· Assists in securing hearing locations and makes room assignments for hearings and mediations when necessary. <br>  

<br>
In order to serve as back up for team members who are out of the office: <br>
· Performs the full range of duties listed above as back up for staff that is out of the office.  Back up procedures should be followed. <br>  

· Processes incoming faxes by following Faxination procedures in the event the Faxination clerk is out of the office. <br>  

· Processes orders for transcripts, administrative records and audio or digital copies of hearings, pre-hearing conferences and mediations as needed and by utilizing written procedures. <br>
· Formats and types decisions submitted from the ALJ’s utilizing written procedures.  Decisions must be in compliance with the California Style Manual.  <br>  
<br>
MARGINAL FUNCTIONS<br>  

In order to serve as back up to receptionist on an as needed basis: <br>
· Greets and directs visitors, provides information and assistance to the public. <br>
· Answers and screens telephone calls, takes messages and refers to appropriate ALJ or support staff.  Exercises discretion in directing calls and determines whether calls should be directed to an ALJ, Presiding ALJ or another support staff member. <br>
· Answers questions from attorneys, agencies, parties and the general public on many topics, including case status, calendar issues, subpoenas and general procedures by telephone, in writing or at the public counter. <br>
· By reviewing incoming matters, prioritizes urgent situations/projects and makes certain that the appropriate person is notified for prompt handling. <br>
· Opens, sorts, date stamps and distributes incoming mail and prepares outgoing mail for pickup.  Sends subpoenas, OAH forms and other documents in response to requests for public information by fax or mail.  Prepares outgoing mail and determines whether mail is to be sent via overnight service.  Completes forms for overnight mail service. <br>
· Undertakes tasks related to office opening and closing such as unlocking/locking doors to the office and hearing rooms, turning on lights and assuring the hearing rooms have adequate supplies for the day. <br>
· Follows the front desk procedures to perform all necessary receptionist duties. <br>
<br>
KNOWLEDGE, SKILLS AND ABILITIES<br>
Knowledge of: Technical legal terms and various legal forms and documents and their processing; modern office methods, supplies, and equipment; business English and correspondence. <br>
 <br>
Ability to:  Perform difficult clerical work, including ability to spell correctly; use good English; make arithmetical computations; operate various office machines; follow oral and written directions; evaluate situations accurately and take effective action; read and write English at a level required for successful job performance; make clear and comprehensive reports and keep difficult records; meet and deal tactfully with the public; apply specific laws, rules and office policies and procedures; prepare correspondence independently utilizing a wide knowledge of vocabulary, grammar and spelling; communicate effectively; provide functional guidance. <br>
<br>
DESIRABLE QUALIFICATIONS<br>
· Excellent organizational skills and work habits including initiative, good judgment, dependability, punctuality and attendance. <br>
· Excellent interpersonal skills. <br>
· Ability to work independently and in a team environment. <br>
· Excellent personal computer skills with emphasis on Microsoft Word. <br>
· Flexibility and ability to re-prioritize assignments. <br>
· A demonstrated interest in assuming increasing responsibility, mature judgment, tact and discretion. <br>
· Ability to multitask effectively and efficiently, meet deadlines, and quickly evaluate and prioritize work. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
· Office environment, business dress according to office policy. <br>
· Legal work environment that is fast-paced with many deadlines. <br>
· Daily use of a personal computer and related software applications at a workstation. <br>
<br>


