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                                                      CLASS:  LEGAL ANALYST

NOTE:  Each position within this classification may perform some or all of these tasks.
	Task #
	Task
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	1. 

	Reviews legal notices of proposed regulatory action in order to ensure compliance with the Administrative Procedure Act (APA), by analyzing statements, determinations and documents prepared pursuant to APA requirements under the general supervision of the Assistant Chief Counsel and the Supervising Senior Counsel.

	2. 
	Provides technical assistance to state agencies on how to prepare and draft notices of proposed regulatory action for publication in the California Regulatory Notice Register (Notice Register) using legal standards set forth in statutes and regulations, etc., under the general supervision of the Assistant Chief Counsel and the Supervising Senior Counsel.

	3. 
	Determines solutions to legal deficiencies in notices, in order to ensure proper legal citations, language, legal determinations, considerations and other APA requirements by contacting state agencies under the general supervision of the Assistant Chief Counsel and the Supervising Senior Counsel.

	4. 
	Reviews and analyzes legal documents submitted to the Office of Administrative Law (OAL) for printing in the Notice Register in order to ensure the documents meet the  APA legal requirements using legal standards set forth in statutes and regulations under the general supervision of the Assistant Chief Counsel and the Supervising Senior Counsel.

	5. 
	Reviews and analyzes nonsubstantive files (change without regulatory effect) and “print-only” files that are exempt from OAL review in order to verify their alleged status in regards to the APA using legal standards set forth in statutes and regulations under the general supervision of the Assistant Chief Counsel and the Supervising Senior Counsel.

	6. 
	Analyzes state agencies’ statutory and regulatory authority (i.e., federal and state statutory research, legislative history) in order to determine the agencies’ rulemaking authority using legal standards set forth in statutes and regulations under the general supervision of the Assistant Chief Counsel and the Supervising Senior Counsel.

	7. 
	Reviews and analyzes conflict of interest files in order to ensure compliance with applicable laws using legal standards set forth in statutes and regulations under the general supervision of the Assistant Chief Counsel and the Supervising Senior Counsel.

	8. 
	Determines solutions to issues where further justification, documentation or materials may be necessary in order to ensure compliance with the APA by contacting state agencies under the general supervision of the Assistant Chief Counsel and the Supervising Senior Counsel.




	9. 
	Reviews and analyzes rulemaking records submitted to the Office, except emergency files, in order to determine adequacy of the rulemaking record’s content using legal standards set forth in statutes and regulations under the general supervision of the Assistant Chief Counsel and the Supervising Senior Counsel.

	10. 
	Prepares analysis concerning the handling of issues in order to make recommendations using legal standards set forth in statutes and regulations under the general supervision of the Assistant Chief Counsel and the Supervising Senior Counsel.

	11. 
	Determines solutions to legal deficiencies in the rulemaking record in order to ensure compliance with the APA by contacting state agencies under the general supervision of the Assistant Chief Counsel and the Supervising Senior Counsel.

	12. 
	Prepares responses for common APA procedural or large volume type inquires in order to assist with attorney workload using legal standards set forth in statutes and regulations under the general supervision of the Assistant Chief Counsel and the Supervising Senior Counsel.

	13. 
	Researches and analyzes statutory rulemaking authority of state agencies in order to verify agencies current delegation of authority using legal standards set forth in statutes and regulations under the general supervision of the Assistant Chief Counsel and the Supervising Senior Counsel.

	14. 
	Creates systems in order to gather, track, and manage delegations of authority using the Delegation of Authority binders under the general supervision of the Assistant Chief Counsel and the Supervising Senior Counsel.

	15. 
	Tracks current governmental appointments in order to ensure delegation of authority is current using various methods (e.g., word or mouth, research, Governor’s Appointment List, etc.) under the general supervision of the Assistant Chief Counsel and the Supervising Senior Counsel.

	16. 
	Creates systems in order to organize, manage and file library materials including sets of books and updates to sets, (i.e., United States Code Annotated, California Annotated Codes) using organizational and library skills under the general supervision of the Assistant Chief Counsel and the Supervising Senior Counsel.

	17. 
	Files weekly updates in the California Code of Regulations in order to keep the regulations current using organizational skills under the general supervision of the Assistant Chief Counsel and the Supervising Senior Counsel.

	18. 
	Assists all attorneys with special projects, (i.e., review public comments for large complex rulemaking files) in order to ease attorney workload using legal research and analytical skills under the general supervision of the Assistant Chief Counsel and the Supervising Senior Counsel.

	19. 
	Reviews proposed legislation for exemptions to the APA in order to track APA exemption requests and advise management using legal analytical skills under the general supervision of the Assistant Chief Counsel and the Supervising Senior Counsel.

	20. 
	Acts as lead legal analyst for all of OAL’s proposed regulatory actions in order to monitor progress of regulatory actions, gather documentation, prepare various required documents, and prepare rulemaking records using experience and knowledge of rulemaking under the general supervision of the Assistant Chief Counsel and the Supervising Senior Counsel.

	21. 
	Provides technical assistance to state agency regulatory personnel in order to answer questions regarding routine rulemaking matters using legal standards set forth in statutes and regulations under the general supervision of the Assistant Chief Counsel and the Supervising Senior Counsel.

	22. 
	Provides assistance to the public in APA-related matters in order to educate the public and answer questions regarding the APA using personal knowledge of APA statutes and regulations under the general supervision of the Assistant Chief Counsel and the Supervising Senior Counsel.

	23. 
	Assists in the weekly compilation of the notices for publication in the Notice Register in order to ensure compliance with the APA legal standards using legal standards set forth in statutes and regulations under the general supervision of the Assistant Chief Counsel and the Supervising Senior Counsel.

	24. 
	Acts as lead legal analyst for OAL’s 3-day rulemaking training class by registering students, maintaining class rosters, answering questions, and organizing and updating the rulemaking training binder, class materials, class set-up, supplies, audio-visual set-up, etc. using personal management skills and classroom experience under the general supervision of the Assistant Chief Counsel and the Supervising Senior Counsel.

	25. 
	Coordinates with the Director of Training (Senior Staff Counsel) and other OAL attorneys in order to support their teaching roles by scheduling, coordinating and/or designing Power Point presentations, providing charts and materials, etc. under the general supervision of the Assistant Chief Counsel and the Supervising Senior Counsel.

	26. 
	Presents segment on submitting regulatory notices to OAL and meeting legal requirements of notices of proposed regulatory actions in order to inform the students regarding APA compliance using charts, handouts, etc. under the general supervision of the Assistant Chief Counsel and the Supervising Senior Counsel.

	27. 
	Coordinates with guest speakers from the Department of Finance and the Commission on State Mandates in order to ensure class schedule is maintained using interpersonal and communication skills under the general supervision of the Assistant Chief Counsel and the Supervising Senior Counsel.

	28. 
	Provides sole assistance to the trainers and students during the 3-day class in order to coordinate transitions and flow within the class using interpersonal skills and classroom experience under the general supervision of the Assistant Chief Counsel and the Supervising Senior Counsel.

	29. 
	Maintains the California Code of Regulations (CCR) numbering assignment log in order to provide continuity in numbering and preserve the structural integrity of the CCR using organizational skills and established structuring of the CCR under the general supervision of the Assistant Chief Counsel and the Supervising Senior Counsel.

	30. 
	Acts as lead legal analyst for gathering and tracking information in order to create the annual Rulemaking Calendar using interpersonal, communication and organizational skills under the general supervision of the Assistant Chief Counsel and the Supervising Senior Counsel.

	31. 
	Prepares a variety of routine legal documents related to the approval or disapproval of nonsubstantive or “print-only” rulemaking files in order to notify agencies, publishers or and/other entities of OALs action using OALs database and the legal standards set forth in statutes and regulations under the general supervision of the Assistant Chief Counsel and the Supervising Senior Counsel.

	32. 
	Researches and analyzes data, including case law, statues, decisions, legal articles, codes, local rules, court procedures, and documents in order to assist attorneys with workload and special assignments using law libraries and/or online databases, etc. under the general supervision of the Assistant Chief Counsel and the Supervising Senior Counsel.

	33. 
	Provides training to staff on these systems in order to provide informational support to the attorneys using the user manuals and CDs as needed or requested.

	34. 
	Acts as web master for OAL to ensure timely and accurate posting of information, updates are maintained, makes recommendations for web site improvements, etc. using personal knowledge and computer training under the direction of the Assistant Chief Counsel and the Supervising Senior Counsel.

	35. 
	Assists attorneys with International Delegations from foreign countries who are interested in the rulemaking process in order to educate visitors in the California APA rulemaking process using interpersonal, communication and organizational skills under the direction of the Assistant Chief Counsel and the Supervising Senior Counsel.
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