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                                                      CLASS:  ADMINISTRATIVE LAW JUDGE I
     NOTE:  Each position within this classification may perform some or all of these tasks.
	Task #
	Task
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	PREHEARING

	1. 
	Reads and evaluates case files which may include pleadings to prepare for hearing under the Administrative Procedure Act or other relevant statutes.

	2. 
	Reads and evaluates TSO/ISO case file, which may include investigative reports, gathered evidence, administrative record, trial transcripts, etc., to identify additional information needed and appropriate actions to be taken under the Administrative Procedure Act or other relevant statutes.

	3. 
	Observes other ALJ in hearings to familiarize oneself with procedures and practices to prepare to learn specific courtroom procedures under the Administrative Procedure Act or other relevant statutes.

	4. 
	Communicates orally during pre-trial proceedings (e.g., case management conferences, pre-trial hearings) with affected individuals, and/or counsel to produce the exchange of information under the Administrative Procedure Act or other relevant statutes.

	5. 
	Reads and analyzes settlement proposals to determine how issues relevant to the case are addressed, determine the opposition view of the case, and to determine the overall value of the offer/demand under the Administrative Procedure Act or other relevant statutes.

	6. 
	Communicates orally in alternate dispute resolution proceedings with counsel/parties, staff counsel, other government agencies to pursue settlement positions and reach a mutually acceptable settlement under the Administrative Procedure Act or other relevant statutes.

	7. 
	Conducts Prehearing Conferences and Law and Motion Hearings to resolve disputes arising under the Administrative Procedure Act or other relevant statutes.

	8. 
	Conducts mediations, settlement conferences and other dispute resolution proceedings for public agencies under the Administrative Procedure Act or other relevant statutes.

	

	HEARING

	9. 
	Conducts quasi-judicial hearings for public agencies in connection with issuance, suspension, or revocation of licenses or other disputes to assure due process under the Administrative Procedure Act or other relevant statutes.

	10. 
	Opens the record and calls case, taking appearances and instructs parties regarding the hearing procedure to assure due process under the Administrative Procedure Act or other relevant statutes.

	11. 
	Hears and rules on motions and evidence to assure due process under the Administrative Procedure Act or other relevant statutes.

	12. 
	Hears closing arguments and may order briefs to assure due process under the Administrative Procedure Act or other relevant statutes.

	13. 
	Reads and analyzes documents to determine their legal and factual significance under the Administrative Procedure Act or other relevant statutes.

	14. 
	Reads, analyzes, and evaluates reports from expert witnesses to reach a conclusion under the Administrative Procedure Act or other relevant statutes.

	15. 
	Rules on objections to evidence proffered by counsel to ensure a legally correct record under the Administrative Procedure Act or other relevant statutes.

	16. 
	Determines what rules and/or laws have a bearing on the issues identified for a case, based on an analysis and applications of the facts, to ensure appropriate consideration in proceeding with the case under the Administrative Procedure Act or other relevant statutes.

	17. 
	Prepares written proposed and final decisions which include Factual Findings, Legal Conclusions and Proposed Orders under the Administrative Procedure Act or other relevant statutes.

	18. 
	Advises agencies and board members in the conduct of hearings and formulation of decisions under the Administrative Procedure Act or other relevant statutes.

	19. 
	Operates electronic recording equipment for reporting hearings under the Administrative Procedure Act or other relevant statutes.

	
	MISCELLANEOUS

	20. 
	Prepares materials for supervisor (e.g., travel forms; monthly vacation/sick leave reports; case assignment logs) for orderly operation of the office.

	21. 
	Creates or utilizes existing document organization system to ensure that appropriate records are kept in accordance with the requirements of DGS Records Retention Program.

	22. 
	Organizes time to prepare high-quality work products, meet deadlines, prepare for engagements, etc. under the guidance of the supervisor.

	23. 
	Participates in ongoing legal training courses offered through NJC and other agencies or outside professional organizations (e.g., CEB) in order to acquire and/or maintain skills and knowledge under the guidance of the supervisor.

	24. 
	Develops timelines for case completion taking into consideration internal deadlines, and any advantages to accelerating or postponing particular actions, to assure the timetable for the case under the Administrative Procedure Act or other relevant statutes.

	25. 
	Reviews and edits written work drafted by fellow ALJs for accuracy, thoroughness, and persuasiveness for quality control  under the guidance of the supervisor.

	26. 
	Reviews written work product to ensure accuracy and completeness.

	27. 
	Reviews documents for case management responsibilities using case management computer software when applicable.

	28. 
	Serves as mentor for ALJ Is by modeling good behavior and communicating with them through teaching, advising, and counseling in order to pass along knowledge and enhance their career prospects as directed by supervisor.

	29. 
	Performs other specific special projects for the Director, Office of Administrative Hearings, or supervisor.

	30. 
	Assists in research programs in connection with the study of administrative law and procedure including their relationship to effective public administration for the Director, Office of Administrative Hearings, or supervisor.

	31. 
	Determines the possibility of ethical issues, including conflict-of-interest in particular cases, considering appropriate ethical standards, the facts, and the appropriate course of action to ensure the ethical issues are addressed appropriately under the Administrative Procedure Act or other relevant statutes.

	
	COMMUNICATION WITH SUPERVISOR

	32. 
	Communicates with immediate supervisor orally and in writing, to provide case updates, and/or seek guidance and feedback on legal issues and strategies.

	33. 
	Communicates with supervisor, orally and in writing, to discuss and receive direction on individual administrative issues (e.g., time off, information on office policies, interaction with coworkers, performance evaluations, goal setting, performance and team building within the section) as needed.

	34. 
	Communicates, orally and in writing, with support staff (e.g., legal secretaries, office assistants) regarding pending work or scheduling, taking into consideration their other pending projects as needed.  

	35. 
	Communicates with calendar staff to confirm the status of pending cases, discuss scheduling, obtain case records, and/or request other assistance and information as needed.

	36. 
	Communicates, orally and in writing, with student interns regarding assigned work, following up on their progress, providing assistance and direction, and reviewing final products to ensure proper completion as needed.

	37. 
	Travel to and from hearings as needed.
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