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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

OAH-8461
ANALYST’S INITIALS

KJM
DATE

05/19/14


	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

Legal Support Supervisor I 
	POSITION NUMBER

306-662-1277-002
	TENURE

 FORMDROPDOWN 
 
	TIME BASE

 FORMDROPDOWN 
 
	CBID

S04

	OFFICE OF

Administrative Hearings
	LOCATION OF POSITION (CITY or COUNTY)

Sacramento
	 FORMDROPDOWN 
 SALARY

$3,507.00
TO
$4,392.00
monthly

	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 Dr., 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


	

	
	SUPERVISED BY AND CLASS TITLE

Cheryl Hill, Staff Services Manager
	FILE BY

05/30/14


	This is a job announcement for the Special Education Division, Office of Administrative Hearings located in Sacramento.  If interested in this position, please submit a completed employment application, STD. 678, and résumé to the above address.  Specify RPA #8461 on the State application as well as your basis for eligibility (i.e., SROA, surplus, reemployment, reinstatement, transfer, or list eligible) in the explanations box on the application.  If eligibility based on employment list, please submit a copy of exam results.  Surplus candidates must attach a copy of their letter.  Applications received without the above information MAY NOT be considered for review.
<BK>

SELECTION CRITERIA<BR>
 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.  In order to help process your application, please submit a copy of your examination results.  You can find your results at: https://exams.spb.ca.gov/exams/exam_start_submit.cfm?action=getresults.
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled.
DUTIES
ESSENTIAL FUNCTIONS 
In accordance with the rules, regulations and guidelines of the California Administrative Procedure Act (APA), California Department of Education, Department of General Services Manual, Agency Guidelines, and the Office of Administrative Hearings Manual, performs the full range of Legal Support Supervisor I (LSS I) duties.    

In order to meet required deadlines established by CDE, APA, OAH, and agency guidelines, employee performs a wide variety of supervisory and administrative duties needed to maintain the legal support function of the Special Education Division in the administering of the requests for hearings.  

· Supervises a support staff consisting of Senior Legal Typists and Office Technicians (Typing) who perform duties in the following areas:  receptionist, calendaring, and typing of proposed decisions.

· Directs support staff on instructions and/or procedures relating to the above clerical functions.  Routinely meets and confers with individual support staff to discuss procedures, tasks, or functions of their duties.  Delegates unassigned tasks to the support staff when necessary.

· Informs support staff on the expectation of their performance and the duties of their position.  Provides instructions and training on new tasks or changes in duties.  Evaluates performance of employees by conducting periodic meetings with the employee and verbal inquiries to ALJs or administrative staff for whom the work is performed to determine if there are areas that need to be addressed.  Documents the evaluation in writing with copy to employee.

e 


	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

Legal Support Supervisor I 
	POSITION NUMBER

306-662-1277-002
	RPA NUMBER

8461 
	FILE BY


05/30/14

	· Ensures the Director, Deputy Director and Division Presiding ALJ are apprised of sensitive and problematic issues and provides technical background and history on hearing issues to OAH management.

· Approves time off, ensuring each unit is properly staffed.  Maintains file on each support staff to document time off and reason.  Approves each support staff’s monthly PAL (Project/Accounting/Leave balance program) which reflects work time and absences.

· Maintains liaison between the support staff, Presiding ALJ, and Administrative staff.
In order to work with staff to develop policies and procedures and to improve processes and practices for these support functions, reviews processes and seeks input from staff, management, and clients for suggested improvements.

· Conducts monthly staff meetings to disseminate information and/or brainstorm for accomplishing tasks.  

· Recruits participants for a training and development team to analyze current processes, forms and data management to ensure that clarity and efficiency are maintained in the Special Education Division.  Oversees the team’s activities to guide and direct team members in their discussions and selected projects.

· Consults with Division Presiding ALJ and Division Analyst to solicit their input and approval for recommended improvements and changes to processes, forms and procedures.

In order to select qualified staff that possess the experience and qualities necessary to complete assigned duties, the LSS I will actively participate in the selection process for support staff in the Special Education Division.

· Participates in interviewing, recruiting and hiring calendaring and support staff by reviewing applications to determine eligibility and experience.  Arranges with applicant for interview time.  In conjunction with the Staff Services Manager and/or Division Presiding ALJ, creates a list of questions pertaining to the particular position being filled.  Participates with another LSS I, Division Analyst and/or Staff Services Manager in the interviews.  Asks the set questions and takes notes on responses.  After interview is conducted, discusses results with Staff Services Manager and/or Division Presiding ALJ to determine selection ranking of applicants.

MARGINAL FUNCTIONS

· In order to serve as backup to the staff being supervised, steps in and assists staff with workload when shortage of staff occurs.  Tasks can include ordering supplies when necessary, inputting cases into the Practice Manager database system, calendaring cases for hearing, coordinating the copying of documents by outside vendors, and typing proposed decisions.
KNOWLEDGE AND ABILITIES

Knowledge of:  Technical legal terms and various legal forms and documents and their processing; modern office methods and procedures and office supplies, materials and equipment; business English and correspondence; principles of effective supervision and training; department’s Affirmative Action Program objectives; a manager’s role in the department’s Affirmative Action Program and the processes available to meet affirmative action objectives.

Ability to:  Read and write English at a level required for successful job performance; prepare correspondence independently utilizing good English; communicate effectively; follow directions; analyze situations accurately and take effective action; secure and maintain cooperative relationships with all persons contacted in the work; type at a speed not less than 40 words a minute; effectively contribute to the department’s affirmative action objectives.
DESIRABLE QUALIFICATIONS
· Excellent organizational skills and work habits.

· Excellent oral and written communication skills.

· Excellent interpersonal skills.

· Ability to work as a team leader in a team environment.

· Strong leadership and supervisory skills.

· Knowledge of the principles of supervision.
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES 

· Office environment, business dress.
· Sitting in a normal seated position at a computer for extended periods of time.



