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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
009160-OLS
ANALYST’S INITIALS

NSW
DATE
10/15/14


	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
Assistant Chief Counsel
	POSITION NUMBER
306-061-5871-xxx

	TENURE
[bookmark: Dropdown1][bookmark: Text22]      
	TIME BASE
Full Time
	CBID
M02

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

$9,109

To

$10,551



	SEND APPLICATION TO:
Department of General Services
Office of Legal Services
707 Third Street, 7th Floor, MS 102
West Sacramento, CA  95605
Attn:  Patricia Whitfield
	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)  376-5090
	PUBLIC PHONE NUMBER

	

	
	SUPERVISED BY AND CLASS TITLE
David Zocchetti, Deputy Director & Chief Counsel
	FILE BY
10/28/14



	<br>
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.<br>
· A member in good standing with the California State Bar.  <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled.<br>
<br>
This position is designated under the Conflict of Interest Code.  The position is responsible for making, or participating in the making, of governmental decisions that may potentially have a material effect on personal financial interests.  The appointee is required to complete form 700 within 30 days of appointment.  Failure to comply with the Conflict of Interest Code requirements may void the appointment.<br>
<br>
The Department of General Services’ (DGS) Core Values are key to the success of the Department’s Mission to “Deliver results by providing timely, cost-effective services and products that support our customers.”  DGS expects its Managers and Supervisors to adhere to the DGS Core Values of Integrity, Accountability, Communication, Excellence, Innovation and Teamwork.  Our Supervisors and Managers will provide leadership consistent with and promote these values.<br>
<br>
DUTIES<br>r>
Under the general direction of the Deputy Director & Chief Counsel, Office of Legal Services, of the Department of General Services, the incumbent exercises independent legal judgment in assisting to resolve complex administrative policy problems of a legal nature, with statewide impact and performs difficult and complex assignments.  Works in the planning, organizing, directing, coordinating, and reviewing the work of the legal staff.<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
Assistant Chief Counsel
	POSITION NUMBER
306-061-5871-xxx

	RPA NUMBER
009160-OLS
	FILE BY
10/28/14

	<br>
ESSENTIAL FUNCTIONS <br>
In order to provide legal guidance and opinions to customers, the incumbent will utilize California statutory and regulatory authority pertaining to state contracting, contract manual, personnel management practices; real estate matters, and other policy directives; as well as utilizing modern office methods, supplies and equipment to perform the following duties under the general direction of the Deputy Director & Chief Counsel: br>
· Plans, assigns, directs, reviews and supervises the legal work of staff and the legal assistant.<br>
· Assists and participates in the selection of legal staff and directs their training.
· Evaluates performance of legal staff and takes or recommends appropriate action.<br>
· Relieves the Deputy Director & Chief Counsel of administrative and management activities as necessary.
· Prepares reports, initiates and reviews correspondence.<br>
· Monitors and reviews the work products of staff to ensure departmental and legal professional standards of quality are met.<br>
· Consults with staff on difficult and complex problems; personally performs assignments of high sensitivity.<br>
· Consults with and advises the Director and Deputy Director & Chief Counsel, and administrative staff, office chiefs, boards, bureaus, commissions and committees and their executive staffs on the interpretation and analysis of law, court decisions, rules and regulations affecting the functions of the Department and related agencies; recommends action on federal legislation and rules and regulations; prepares letters, opinions, and orders on the most complex legal questions; supervises the preparation of pleadings, briefs, and other legal documents in sensitive litigation; provides legal advice to other State departments as contracted.<br>
· Assists the Deputy Director & Chief Counsel in the preparation of pleadings, briefs, and other documents in connection with legal matters before State boards and agencies, represents the Department before such boards and agencies.<br>
· Interprets, analyzes, and drafts proposed legislation and appears before legislative committees, in presenting views of the Department on proposed legislation.<br>
· Advises and assists the Attorney General and other State agencies regarding matters involving the work of the Department.<br>
· Gives oral and written legal advice to the Director in the absence of the Deputy Director & Chief Counsel, advises on all matters relating to the work of the Department.<br>
· Assists the Director and Deputy Director & Chief Counsel in initiating condemnations, injunctions, and other proceedings covering the purchase of property by the State; interprets and analyzes leases, contracts, agreements, and other documents requiring the approval of the Director or Deputy Director & Chief Counsel of the Department of General Services; represents the Director or Deputy Director & Chief Counsel in connection with matters before State Boards and other agencies in the State; acts as liaison with the Attorney General, representing the Department in litigation; attends and participates in meetings and conferences as the legal representative of the Department; consults with the Attorney General on legal and policy aspects of complex legal problems concerning the Department and the State; counsels local officials, interested persons and organizations on Departmental policy.<br>
<br>
KNOWLEDGE AND ABILITIES<br>
<br>
Knowledge of:  Legal principles and their applications; legal research methods, court procedures, rules of evidence and procedure; administrative law and the conduct of proceedings before administrative bodies; provisions of laws and Government Code sections administered or enforced; principles of public administration, personnel management and supervision; the department's Equal Employment Opportunity program objectives; a manager's role in the Equal Employment Opportunity action program and the processes available to meet Equal Employment Opportunity action objectives.  <br>



<bvr>
Ability to:  Analyze legal principles and precedents and apply them to complex legal and administrative problems; present statements of fact, law and argument clearly and logically in written and oral form; draft opinions, pleadings, rulings, regulations and legislation; hold hearings and independently present difficult and complex cases in court; plan, organize and direct the work of a staff of attorneys; effectively contribute to the department's Equal Employment Opportunity objectives.  <br>
<br>
DESIRABLE QUALIFICATIONS:<br>
· Ability to promote client satisfaction and adherence to departmental “core values.”<br>
· Two years experience in managing a legal program, which demonstrates motivating and managing a legal staff or team.<br>
· Three years experience in developing, administering and implementing departmental policies and procedures.<br>
· Three years experience in presenting issues before the Governor, Legislature, local government, State boards and commissions, various State agencies and/or the public.<br>
· Three years experience in dealing with issues and/or litigation of a high-profile and/or politically sensitive nature.<br>
· Two years experience dealing with equal employment opportunity, reasonable accommodation and other similar personnel related issues.<br>
· Possess basic computer skills, such as word processing, Internet, e-mail.<br>
<br>
SPECIAL PERSONAL CHARACTERISTICS:<br>
· Ability to prioritize multiple, changing assignments within short deadlines.<br>
· Knowledge of public contract law, environmental including California Environmental Quality Act, construction, real estate, budgets, employment, and bond law.<br>
· Knowledge of court rules.<br>
· Knowledge of applicable provisions of law.<br>
· Knowledge and ability to review and assist in the preparation of state contracts.<br>
· Knowledge and ability to review information technology contracts.<br>
· Ability to draft statutes.<br>
· Ability to prepare correspondence.<br>
· Ability to analyze situations accurately and recommend an effective course of action.<br>
· Ability to participate in the development of strategies for complex, sensitive, high profile issues and litigation.<br>
· Ability to use legal research tools such as Westlaw.<br>
· Willingness to travel.<br>
<br>
INTERPERSONAL SKILLS:<br>
· Work well in a team-oriented environment, with strong interpersonal skills.<br>
· Responsive to client needs and be able to handle complex legal matters. <br>
· Ability to communicate with a diverse community, which may involve some exposure to aggressive clientele or adversarial conditions. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES REQUIRED TO PERFORM DUTIES:<br>
<br>
WORK ENVIRONMENT<br>
· Standard office setting.<br>
· Appropriate business dress for the work environment. <br>
<br>



MENTAL ABILITIES<br>
· Effectively manage stress associated with multiple projects and assignments under short time constraints.<br>
· Ability to work well under difficult circumstances.<br>
<br>
Some of the above requirements may be accommodated for otherwise qualified individuals requiring and requesting such accommodations.   br>
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