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CLASS:  ASSISTANT CHIEF COUNSEL – DEVELOPED 09/2008

NOTE:  Each position within this classification may perform some or all of these tasks.
	Task #
	Task
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	1. 
	Plans work assignments of attorneys to ensure productive work flow using delegation and assignment, and deadline processes under the direction of the Assistant Deputy Director and or the Deputy Director.

	2. 
	Assigns work to attorneys to ensure productive work flow using delegation and assignment, and deadline processes under the direction of the Assistant Deputy Director and or the Deputy Director.

	3. 
	Reviews the work assignment of attorneys to ensure consistent and professional quality using their independent judgment and expertise, and various software programs under the direction of the Assistant Deputy Director and or the Deputy Director.

	4. 
	Supervises attorneys to ensure compliance with DGS policies and procedures, statutes and regulations using traditional management techniques under the direction of the Assistant Deputy Director and or the Deputy Director.

	5. 
	Supervises attorneys to ensure work standards are met including sufficient productivity and quality of work and accountability using traditional management techniques under the direction of the Assistant Deputy Director and or the Deputy Director.

	6. 
	Maintains consistent performance standards and expectations throughout the work unit using personnel management supervision techniques to maintain the quantity and quality of the work produced under the direction of the Assistant Deputy Director and or the Deputy Director.

	7. 
	Completes attorney’s performance evaluations and probationary reports (indicating accomplishments, performance goals, and areas of improvement) to maintain the quantity and quality of the work produced using various software programs under the direction of the Assistant Deputy Director and or the Deputy Director.

	8. 
	Interprets provisions of collective bargaining agreements to ensure compliance in the course of supervising represented employees using the Bargaining Unit Contracts, MOUs, etc. under the direction of the Assistant Deputy Director and or the Deputy Director.

	9. 
	Hires new attorneys into the work division in accordance with established departmental and control agency personnel practices and rules to fill vacancies and meet expanding responsibilities under the direction of the Assistant Deputy Director and or the Deputy Director.

	10. 
	Promotes the department’s equal employment opportunity policies and practices in making hiring decisions and employment decisions using DGS policies and procedures and in accordance with State and Federal laws under the direction of the Assistant Deputy Director and or the Deputy Director.

	11. 
	Shifts priorities, staff, and resources to maximize the productivity or effectiveness of the work unit using schedules to meet client deadlines, etc. under the direction of the Assistant Deputy Director and or the Deputy Director.

	12. 
	Resolves conflicting priority requests for legal services from clients by providing oversight and planning activities and working with clients to achieve feasible plans of action and commitments for service using independent judgment and experience under the direction of the Assistant Deputy Director and or the Deputy Director.

	13. 
	Communicates department goals and priorities to assigned attorneys to ensure their knowledge of the department’s goals using staff meetings, emails, etc. under the direction of the Assistant Deputy Director.

	14. 
	Apprises management of status and progress of client matters with particular attention to issues important to Department stakeholders using emails, telephone, meetings, etc. under the direction of the Assistant Deputy Director and or the Deputy Director.

	15. 

	Analyzes proposed regulations and accompanying rulemaking records for the Department to produce sound legal advice to management using; legal principals and their applications, legal research methods, provisions of law  and Government Code sections administered or enforced, and principals of public administration under the direction of the Assistant Deputy Director, and the Deputy Director.

	16. 
	Reviews proposed regulations and accompanying rulemaking records for the Department to produce sound legal advice to management using; legal principals and their applications, legal research methods, provisions of law  and Government Code sections administered or enforced, and principals of public administration under the direction of the Assistant Deputy Director, and the Deputy Director.

	17. 
	Drafts legal memos, correspondence, opinions and other written material for various state departments to ensure compliance with Statutes, State Contracting Manual, State Administrative Manual, related to all State contracting matters under the direction of the Assistant Deputy Director, and or the Deputy Director.

	18. 
	Confers with staff attorneys from other department agencies, boards and commissions to resolve contract issues using Statutes, State Contracting Manual, and State Administrative Manual under the direction of the Assistant Deputy Director, and or the Deputy Director.

	19. 
	Researches issues of concern to the Office to provide legal recommendations to management using legal research methods under the direction of the Assistant Deputy Director and or the Deputy Director.

	20. 
	Assists in the selection of legal staff for the Office by participating in the development of duties and or acting as a State Service Representative in Qualifications Appraisal Pane Interviews under the direction of the Assistant Deputy Director and or the Deputy Director.

	21. 
	Assists management in office administration and planning to maintain the productivity of attorneys using training, performance evaluations or recommendations for appropriate action as required under the direction of the Assistant Deputy Director and or the Deputy Director.

	22. 
	Relieves the Deputy Director or the Assistant Deputy Director of administrative and management duties as necessary to ensure office productivity using administrative and personnel management skills under the Deputy Director and or Assistant Deputy Director.

	23. 
	Initiates correspondence to various agencies in response to questions using written or electronic communication skills under the direction of the Deputy Director and or Assistant Deputy Director.

	24. 
	Communicates with staff attorneys to resolve difficult and complex legal problems using collective legal reasoning and expertise under the direction of the Deputy Director and or Assistant Deputy Director.

	25. 
	Consults with the Director, Deputy Director/ Assistant Deputy Director – Legal Services, and administrative staff, office chiefs, boards, bureaus, commissions, committees and their executive staff on the interpretation and analysis of law affecting  the functions of the Department and related agencies  under the direction of the Deputy Director, and or Assistant Deputy Director. 

	26. 
	Performs assignments independently to deliver sound legal advice using a high degree of discretion, and confidentiality under the direction of the Deputy Director and or Assistant Deputy Director.

	27. 
	Advises the Director, Deputy Director/ Assistant Deputy Director – Legal Services, and administrative staff, office chiefs, boards, bureaus, commissions, committees and their executive staff on the interpretation and analysis of law affecting  the functions of the Department and related agencies to produce sound legal advice to management using California statutory an regulatory authority pertaining to state contracting, contract manual, personnel management practices, real estate matters, and other policy directives, as well as utilization of modern office methods, equipment, supplies, and equipment  under the direction of the Deputy Director, and or Assistant Deputy Director.

	28. 
	Recommends action to the Director, Deputy Director/ Assistant Deputy Director – Legal Services, and administrative staff, office chiefs, boards, bureaus, commissions, committees and their executive staff on federal legislation regarding the most complex legal questions in sensitive litigation to deliver sound legal advice to management using California statutory an regulatory authority pertaining to state contracting, contract manual, personnel management practices, real estate matters, and other policy directives, as well as utilization of modern office methods, equipment, supplies, and equipment  under the direction of the Deputy Director, and or Assistant Deputy Director.

	29. 
	Prepares letters for the Director, Deputy Director/ Assistant Deputy Director – Legal Services, and administrative staff, office chiefs, boards, bureaus, commissions, committees and their executive staff on rules and regulations regarding the most complex legal questions in sensitive litigation to deliver sound legal advice to management using California statutory an regulatory authority pertaining to state contracting, contract manual, personnel management practices, real estate matters, and other policy directives, as well as utilization of modern office methods, equipment, supplies, and equipment  under the direction of the Deputy Director, and or Assistant Deputy Director.

	30. 
	Prepares opinions for the Director, Deputy Director/ Assistant Deputy Director – Legal Services, and administrative staff, office chiefs, boards, bureaus, commissions, committees and their executive staff on rules and regulations regarding the most complex legal questions in sensitive litigation to deliver sound legal advice to management using California statutory an regulatory authority pertaining to state contracting, contract manual, personnel management practices, real estate matters, and other policy directives, as well as utilization of modern office methods, equipment, supplies, and equipment  under the direction of the Deputy Director, and or Assistant Deputy Director.

	31. 
	Prepares orders for the Director, Deputy Director/ Assistant Deputy Director – Legal Services, and administrative staff, office chiefs, boards, bureaus, commissions, committees and their executive staff on rules and regulations regarding the most complex legal questions in sensitive litigation to deliver sound legal advice to management  using California statutory and regulatory authority pertaining to state contracting, contract manual, personnel management practices, real estate matters, and other policy directives, as well as utilization of modern office methods, equipment, supplies, and equipment under the direction of the Deputy Director, and or Assistant Deputy Director.

	32. 
	Reviews pleadings in sensitive litigation for the Department to meet contract obligations using California statutory and regulatory authority pertaining to state contracting, contract manual, personnel management practices, real estate matters, using California statutory and regulatory authority pertaining to state contracting, contract manual, personnel management practices, real estate matters, and other policy directives, as well as utilization of modern office methods, equipment, and supplies, under the direction of the Deputy Director, and or Assistant Deputy Director.

	33. 
	Reviews other legal documents as necessary in sensitive litigation for the Department to meet contract obligations using California statutory and regulatory authority pertaining to state contracting, contract manual, personnel management practices, real estate matters, and other policy directives under the direction of the Deputy Director, and or Assistant Deputy Director.

	34. 
	Provides legal advice to other State departments to meet contract obligations using California statutory an regulatory authority pertaining to state contracting, contract manual, personnel management practices, real estate matters, and other policy directives, using California statutory an regulatory authority pertaining to state contracting, contract manual, personnel management practices, real estate matters, and other policy directives, as well as utilization of modern office methods, equipment, and supplies, under the direction of the Deputy Director, and or Assistant Deputy Director.

	35. 
	Supervises the preparation of briefs in connection with legal matters before the State Personnel Board, Victims Compensation and Government Claims Board, and other administrative boards as necessary to defend claims against the Department using independent judgment and experience, email, etc. under the direction of the Deputy Director, and or Assistant Deputy Director.

	36. 
	Interprets proposed legislation for legislative committees for the purpose of presenting the Departments view of the proposed legislation using California statutory an regulatory authority pertaining to state contracting, contract manual, personnel management practices, real estate matters, and other policy directives under the direction of the Deputy Director, and or Assistant Deputy Director.

	37. 
	Analyzes proposed legislation for legislative committees for the purpose of presenting the Departments view of the proposed legislation using California statutory an regulatory authority pertaining to state contracting, contract manual, personnel management practices, real estate matters, and other policy directives under the direction of the Deputy Director, and or Assistant Deputy Director.

	38. 
	Drafts proposed legislation for legislative committees for the purpose of presenting the Departments view of the proposed legislation using California statutory an regulatory authority pertaining to state contracting, contract manual, personnel management practices, real estate matters, and other policy directives as well under the direction of the Deputy Director, and or Assistant Deputy Director.

	39. 
	Appears before Administrative Boards and Tribunals regarding matters involving the work of the department using California statutory and regulatory authority pertaining to state contracting, contract manual, personnel management practices, real estate matters, and other policy directives under the direction of the Deputy Director, and or Assistant Deputy Director.

	40. 
	Advises the attorney General and other state agencies on matters regarding the work of the Department to provide sound legal advice using California statutory an regulatory authority pertaining to state contracting, contract manual, personnel management practices, real estate matters, and other policy directives under the direction of the Deputy Director, and or Assistant Deputy Director.

	41. 
	Provides legal advice to the Director in the absence of the Deputy-Director and Assistant Deputy Director in support of the Departments obligations using California statutory an regulatory authority pertaining to state contracting, contract manual, personnel management practices, real estate matters, and other policy directives under the direction of the Deputy Director, and or Assistant Deputy Director.
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