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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
08044-OLS
ANALYST’S INITIALS
NSW
DATE
03/03/14


	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 Typist
	POSITION NUMBER
306-060-3224-012

	TENURE
[bookmark: Dropdown1][bookmark: Text22]      
	TIME BASE
Full Time
	CBID
R04

	OFFICE OF
Office of Legal Services
	LOCATION OF POSITION (CITY or COUNTY)
[bookmark: Text71]West Sacramento
	 SALARY

Ranges

A  $2,589 - $3,242
B  $2,894 - $3,621


	SEND APPLICATION TO:
Department of General Services
Office of Legal Services
707 Third Street, 7th Floor, MS 102
West Sacramento, CA  95605
Attn:  Teresa Sousa
	REPORTING LOCATION OF POSITION
707 Third Street 7th Floor, West Sacramento 95605
	

	
	SHIFT AND WORKING HOURS
 - 8:00 am to 5:00 pm
	

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

	
	PUBLIC PHONE NUMBER
(916)  376-5091
	PUBLIC PHONE NUMBER

	

	
	SUPERVISED BY AND CLASS TITLE
Teresa Sousa, Legal Support Supervisor I
	FILE BY
03/10/14



	
SELECTION CRITERIA - - 
1. SROA/Surplus employees are encouraged to apply and will be considered prior to other recruitment methods.
1. 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.  Transfer of list eligibility must meet the criteria to transfer the eligibility from the other department’s employment list to DGS’ employment list. 
1. Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled.
1. If a job offer is made, applicants may need to provide a copy of a valid typing certificate indicating they can type at a minimum of 45 words per minute.

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.


ESSENTIAL FUNCTIONS 
In order to provide clerical support to attorneys and in order to process and document the department’s legal issues, the incumbent will use modern office methods, supplies, equipment, the DGS Correspondence Style & Format Guide and office manuals to perform the following duties at the direction and/or instruction of the Legal Support Supervisor:

· Acts as co-receptionist, answering multi-line telephones. 
· Receives, screens, and determines appropriate routing and level of response required for all incoming telephone calls, written correspondence, and personal requests.
· Recognizes and takes appropriate action for numerous complex legal documents and pleadings.



	
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
306-060-3224-012

	RPA NUMBER
08044-OLS
	FILE BY
03/10/14

	[bookmark: _GoBack]
· Researches and/or responds to requests for information from the Governor’s Office, other State agencies, attorneys, and members of the public by referring to office databases and departmental and office manuals.
· Gives information regarding the status of documents in the Office of Legal Services.  
· Determines services to be provided, additional information needed, and recommends course of action to be taken in the most difficult cases.
· Reviews common and legal documents for accuracy and compliance with complex criteria where judgment is required to assure conformance and/or to determine action to be taken.
· Assures all deadlines are met; logs, follows-up, routes, and assists in the processing of all legal documents handled by various staff attorneys, including, but not limited to, contracts submitted to the department for approval by various agencies, requests for opinions, and other documents for legal review.
· Enters routine data on the status of various multifaceted documents into the computer network.
· Files and retrieves files from the central filing system and may develop new or revise filing systems.
· Opens daily mail; delivers outgoing mail to various floors and departmental mailroom.
· Photocopies various requests for reproduction.
· Monitors and distributes incoming faxed documents.
· Enters and retrieves contract/contractor evaluations from file in response to written inquiry by state agencies.
· Independently prepares letters, reports, or complex documents.
· Arranges meetings by using Microsoft Outlook calendar program.
· Makes travel arrangements for attorneys.
· Prepares travel expense claims from invoices and receipts provided by individual attorneys.
· Assists other clerical staff with over-flow work assignments, including assisting Office Analysts with archiving activities, etc. and may provide training.
· Verifies the work of others and may independently make or effectively require necessary corrections.

KNOWLEDGE AND ABILITIES 

Knowledge of: Technical legal terms and various legal forms and documents and their processing; modern office methods, supplies, and equipment; business English and correspondence.

Ability to: Type at a speed of 45 words per minute; read and write English at a level required for successful job performance; establish and maintain effective working relationships; prepare correspondence independently; perform difficult legal clerical work including the ability to process a large variety of legal documents, spell correctly, use good English, and make arithmetic computations; transcribe accurately difficult dictation involving a variety of legal terms from a dictating machine; communicate effectively; follow directions; analyze situations accurately and take effective action.

DESIRABLE QUALIFICATIONS

· Education equivalent to completion of the 12th grade.
· Knowledge of and proficiency in the Microsoft Office Suite, which includes Word, Excel, and Outlook.
· Knowledge of complex office or program procedures.
· Ability to communicate in a clear, concise manner.
· Ability to handle confidential assignments with tact, diplomacy, discretion and good judgment.
· Ability to complete a detail review of contract transmittal documents for all necessary and required information.  Independently contact client agencies by telephone requesting any additional required information.  
· Ability to prepare contractual agreements for review by professional staff by making handwritten notations on document and entering into computer data base program.
· Knowledge of technical legal terms and various legal forms and documents and their processing.
· Ability to perform legal clerical work including the ability to process a variety of legal documents.
· Ability to use resources and working tools effectively.
· Ability to perform difficult clerical work in a busy environment or under pressure of time constraints.
· Ability to organize, set priorities and handle changing priorities.
· Good attendance record and history of punctuality required.
· Ability to type complex statistical charts, tables, graphs, etc.
· Meet and deal tactfully with the public.
· Apply, interpret, and explain 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.


Special Requirement – Senior Legal Typist 

Ability to type at a speed of not less than 45 words per minute from ordinary manuscript or printed or typewritten material. (Typing certificate required)

SPECIAL PERSONAL CHARACTERISTICS

· Possesses good organizational skills and work habits including initiative, dependability, punctuality and attendance.
· A demonstrated interest in assuming increasing responsibilities.
· Possesses a high level of personal integrity, mature judgment, loyalty, poise, tact and discretion.
· Exhibits professional working methods and ability to deal tactfully and effectively in a busy office environment.
· Excellent organizational and memory skills.
· Establishes and maintains cooperative working relationships.
· Uses initiative and works independently.

INTERPERSONAL SKILLS 

· Ability to work well in a team-oriented environment.
· Ability to communicate with a diverse community, which may involve some exposure to assertive clientele or adversarial conditions.

WORK ENVIRONMENT, PHYSICAL AND MENTAL ABILITIES REQUIRED TO PERFORM DUTIES:

WORK ENVIRONMENT
· Standard office setting.
· Daily and frequent use of personal computer and a variety of office software applications at a workstation.
· Occupies an office workstation for extended periods of time.
· Appropriate dress for the office environment.

PHYSICAL ABILITIES
· Able to lift up to 15 pounds for such items as office supplies, books, and manuals, and move heavier supplies using a hand cart.
· Moves about, stands, reaches, stoops or bends. >
· Uses fine motor skills for computer or office machine use.
· Hears, sees, reads, writes and speaks in a clear and concise manner. 

MENTAL ABILITIES
· Effectively manages stress associated with multiple projects and assignments under short time constraints. 


Some of the above requirements may be accommodated for otherwise qualified individuals requiring and requesting such accommodations.
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