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FINAL TASK LISTING

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

	Task #
	Task



	
	PREHEARING

	1. 
	Assigned the most difficult cases to resolve disputes for public agencies by direction of the presiding administrative law judge in accordance with state and federal laws.

	2. 
	Reads case files to prepare for hearings using written and electronic documents on assignment of the presiding administrative law judge.

	3. 
	Evaluates case files to prepare for hearings using written and electronic documents on assignment of the presiding administrative law judge.

	4. 
	Researches applicable law to prepare for hearings using written and electronic legal databases in accordance with office policy and professional standards. 

	5. 
	Communicates during prehearing proceedings (e.g., case management conferences, pre-hearing conferences) with affected individuals, and/or counsel to produce the exchange of information using verbal and interpersonal communication skills in accordance with state and federal laws.

	6. 
	Conducts prehearing conferences and law and motion hearings to resolve disputes and facilitate the hearing process using verbal and interpersonal communication skills in accordance with state and federal laws.

	7. 
	Makes rulings in prehearing conferences and law and motion hearings to resolve disputes and facilitate the hearing process using verbal and interpersonal communication skills in accordance with state and federal laws.

	8. 
	Issues written prehearing conference orders and law and motion rulings to resolve disputes and facilitate the hearing process using the computer in accordance with state and federal laws.

	9. 
	Reads settlement proposals to determine the parties’ positions and proposals by using written and electronic documents on assignment of the presiding administrative law judge.

	10. 
	Evaluates settlement proposals to determine the parties’ positions and proposals by using written and electronic documents on assignment of the presiding administrative law judge. 

	11. 
	Conducts the most difficult mediations, settlement conferences, and other dispute resolution proceedings for public agencies to facilitate agreement using verbal and interpersonal communication skills in accordance with state and federal laws.


	
	HEARING

	12. 
	Conducts the most difficult hearings for public agencies to resolve disputes using written, verbal and interpersonal communication skills, in accordance with state and federal laws.

	13. 
	Instructs parties regarding the hearing procedure to assure due process using verbal and interpersonal communication skills in accordance with state and federal laws.

	14. 
	Rules on motions and evidentiary objections to assure due process using analytical, legal research and verbal skills in accordance with state and federal laws.

	15. 
	Evaluates reports from expert witnesses in order to weigh evidence using written and electronic documents in accordance with state and federal laws.

	16. 
	Determines what rules/laws have a bearing on the issues identified in a case, to assure due process using written and electronic legal databases in accordance with office policy and professional standards.

	17. 
	Prepares written decisions and orders in order to comply with state and federal laws using a computer as well as written and electronic legal databases on assignment of the presiding administrative law judge. 

	18. 
	Transports electronic recording equipment in order to record offsite hearings using various transportations modalities in accordance with office policy and best practices.

	19. 
	Operates electronic recording equipment in order to record hearings using technical expertise in accordance with office policy and best practices.

	
	MISCELLANEOUS

	20. 
	Prepares materials (e.g., travel forms; monthly vacation/sick leave reports; case assignment logs) for orderly operation of the office by using written and electronic documents under the direction of the presiding administrative law judge.

	21. 
	Organizes time to prepare high-quality work products, meet deadlines, prepare for hearings and appointments, etc., using organizational skills and tools, (e.g., Outlook, Practice Manager) in accordance with office policy and professional standards.

	22. 
	Undertakes legal training in order to acquire and maintain skills and knowledge using electronic or classroom courses under the direction of the presiding administrative law judge.

	23. 
	Develops timelines for case completion to assure timely submission of decisions, using organizational skills and tools, (e.g., Outlook, Practice Manager), in accordance with state and federal laws.

	24. 
	Reviews written documents drafted by colleagues for accuracy, thoroughness, and persuasiveness in order to produce quality work by written and electronic means on assignment by the presiding administrative law judge.

	25. 
	Edits written documents drafted by colleagues for accuracy, thoroughness, and persuasiveness in order to produce quality work by written and electronic means on assignment by the presiding administrative law judge.

	26. 
	Uses Practice Manager software in order to facilitate the processing of cases utilizing a computer under the guidance of the presiding administrative law judge.

	27. 
	Mentors less experienced colleagues in order to assist in knowledge development and professional advancement by teaching, advising, and counseling on assignment by the presiding administrative law judge.

	28. 
	Performs special projects as needed in order to assist the office using research, analytical and computer skills on assignment by the presiding administrative law judge.

	29. 
	Assists in research programs to study administrative laws and procedures including their relationship to effective public administration using written and electronic legal databases on assignment by the presiding administrative law judge.

	30. 
	Complies with all ethical and conflict of interest standards to assure public confidence in the Office of Administrative Hearings pursuant to all applicable state and federal laws.

	31. 
	Travels to/from offsite hearings in order to conduct proceedings by using various appropriate transportation modalities to comply with essential job functions and under the direction of the presiding administrative law judge.

	
	COMMUNICATION 

	32. 
	Communicates with supervisor to provide case updates, using verbal or electronic means under the direction of the presiding administrative law judge.

	33. 
	Communicates with supervisor to seek guidance/feedback on legal issues and strategies using verbal or electronic means under the direction of the presiding administrative law judge.

	34. 
	Communicates with supervisor 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) using verbal or electronic means under the direction of the presiding administrative law judge.

	35. 
	Communicates with support staff in order to facilitate a well run office, using verbal or electronic means, in accordance with office policy and best practices.

	36. 
	Communicates with student interns in order to ensure proper completion of their assigned work using verbal or electronic means in accordance with office policy and best practices.
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