ASSISTANT CHIEF COUNSEL

OAL
JOB ANALYSIS

	FREQUENCY

How often is this duty performed?
	IMPORTANCE

How important to the job is it that the duty is performed properly?
	CONSEQUENCE OF ERROR

How damaging is it if the duty is carried out improperly?

	0 = Not Performed
	0 = Not important
	1 = Not Damaging

	1 = Rarely
	1 = Important
	2 = Medium

	2 = Occasionally
	2 = Crucial
	3 = Damaging

	3 = Frequently
	
	


TASK LIST

	TASK
	LINK TO KSAs
	FREQUENCY
	IMPORTANCE
	CONSEQUENCE OF ERROR

	1.
Analyze and reviews proposed regulations and accompanying rulemaking records.
	K1, k2, K4, A1
	3
	2
	3

	2. Analyzes and reviews petitions alleging violations of Administrative Procedure Act.
	K1, k2,K4, A1
	1
	1
	2

	3. Drafts legal memos, correspondence, opinions and other written material which set forth regulation analysis and review and which memorialize OAL decisions concerning regulations.
	K1, K2, K4, A2, A3
	2
	2
	2

	4. Confers with staff attorneys from other departments, agencies, boards and commissions on legal issues involving regulations.
	K3, A2
	2
	1
	2

	5. Researches issues of concern to the office.
	K1, K2, K4, A1
	1
	1
	2

	6. Prepares memoranda on subjects under consideration.
	A1, A2, A3
	1
	1
	3

	7. Prepares replies to inquiries from private and public attorneys and the public regarding legal requirements for issuing regulations pursuant to the Administrative Procedure Act.
	K1, K2, K4, A1, A2, A3
	3
	1
	3

	8. Assists the Director in office administration and planning.
	K5, K6, K7, A5, A6
	1
	1
	2


ASSISTANT CHIEF COUNSEL
OAL
KNOWLEDGE, SKILLS & ABILITIES (KSAs)

	IMPORTANCE
	NEEDED DAY 1

	0 = Not related to satisfactory job performance
	Y = Yes

	1 = Helpful or Desirable to satisfactory job performance
	N = No

	2 = Important to satisfactory job performance
	

	3 = Essential to satisfactory job performance
	


	KNOWLEDGE OF
	IMPORTANCE
	NEEDED DAY 1

	1. Legal principles and their applications 
	 3
	YES

	2. Legal research methods
	2
	YES

	3. Court procedures
	1
	NO

	4. Rules of evidence and procedure
	1
	NO

	5. Administrative law and the conduct of proceedings before administrative bodies
	3
	YES

	6. Provisions of laws and Government Code sections administered or enforced
	2
	YES

	7. Principles of public administration
	1
	NO

	8. Principles of personnel management
	2
	NO

	9. Principles of supervision
	2
	NO

	10. Department’s Equal Employment Opportunity program objectives
	1
	NO

	11.  A manager’s role in the Equal Employment Opportunity program and the processes available to meet Equal Employment objectives.
	1
	NO


	ABILITY TO
	IMPORTANCE
	NEEDED DAY 1

	1. Analyze legal principles and precedents and apply them to complex legal and administrative problems
	3
	YES

	2. Present statements of fact, law and argument clearly and logically in written and oral form
	2
	YES

	3. Draft opinions, pleadings, rulings, regulations and legislation
	1
	NO

	4. Hold hearings and independently present difficult and complex cases in court
	0
	NO

	5. Plan, organize and direct the work of a staff of attorneys
	1
	NO

	6. Effectively contribute to the department’s Equal Employment Opportunity program objectives.
	1
	NO


1

