STATE OF CALIFORNIA
DEPARTMENT OF GENERAL SERVICES

DUTY STATEMENT

GS 907T (REV. 04/02)


SHADED AREA FOR HUMAN RESOURCES ONLY

	INSTRUCTIONS:  Refer to the Payroll and Personnel Procedures Manual (PPPM) for Duty Statement Instructions.
	RPA-002013
 
	EFFECTIVE DATE:

     

	1.  DGS OFFICE OR CLIENT AGENCY

OFFICE OF LEGAL SERVICES
	POSITION NUMBER (Agency - Unit - Class - Serial)

 

	2.  UNIT NAME AND CITY LOCATED

LEGAL SERVICES, WEST SACRAMENTO
	3.  CLASS TITLE

CAREER EXECUTIVE ASSIGNMENT (CEA IV)

	4.  WORKING HOURS/SCHEDULE TO BE WORKED


8:00  FORMDROPDOWN 
 to 5:00 p.m.
	5.  SPECIFIC LOCATION ASSIGNED TO


707 THIRD STREET, SUITE 7-330


	6.  PROPOSED INCUMBENT (If known)

 
	7.  CURRENT POSITION NUMBER (Agency - Unit - Class - Serial)

 306-060-7500-001


	YOU ARE A VALUED MEMBER OF THE DEPARTMENT’S TEAM.  YOU ARE EXPECTED TO WORK COOPERATIVELY WITH TEAM MEMBERS AND OTHERS TO ENABLE THE DEPARTMENT TO PROVIDE THE HIGHEST LEVEL OF SERVICE POSSIBLE.  YOUR CREATIVITY AND PRODUCTIVITY ARE ENCOURAGED.  YOUR EFFORTS TO TREAT OTHERS FAIRLY, HONESTLY AND WITH RESPECT ARE IMPORTANT TO EVERYONE WHO WORKS WITH YOU.

	8.  BRIEFLY (1 - 3 sentences) DESCRIBE THE POSITION’S ORGANIZATIONAL SETTING AND MAJOR FUNCTIONS
Under the administrative direction of the Deputy Director – Legal Services, and the Director of the Department of General Services, the incumbent (Assistant Deputy Director, Office of Legal Services) exercises independent judgment in resolving complex administrative policy problems of a legal nature, with statewide impact.  The incumbent has direct supervision of two Assistant Chief Counsel, one Staff Services Analyst, one Legal Assistant and one Legal Support Supervisor.


	9.  Percentage of time


performing duties
	10.
Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each.  Group 


related tasks under the same percentage with the highest percentage first.  (Use additional sheet if necessary)


	30%
25%

20%

20%


	ESSENTIAL FUNCTIONS 

In order to provide legal guidance and opinions to customers by utilizing: California statutory and regulatory authority pertaining to state contracting; contract manual and other policy directives, such as Executive Order S-10-04 outlining real property asset management.
Plans, assigns, directs and reviews the legal work of the Department and gives oral and written legal advice to the Director, Deputy Director-Legal Services and other officers and employees with respect to all matters relating to the work of the Department; has final approval of selection of office staff and directs their training; evaluates performance of Office of Legal Services and directs appropriate action; consults with staff on difficult and complex problems; personally performs assignments of the highest sensitivity.

Consults with and advises the Director, Deputy Director-Legal Services, and administrative staff, office chiefs, boards, bureaus, commissions and committees and their executive staffs on the interpretation and analysis of law, court decisions, rules and regulations affecting the functions of the Department and related agencies; recommends action on federal legislation and rules and regulations; prepares letters, opinions, and orders on the most complex legal questions; supervises the preparation of pleadings, briefs, and other legal documents in sensitive litigation; provides legal advice to other State departments as contracted.

Interprets, analyzes, and drafts proposed legislation and appears before legislative committees, in presenting views of the Department on proposed legislation.

Represents the Director and Deputy Director-Legal Services in initiating condemnations, injunctions, and other proceedings covering the purchase of property by the State; interprets and analyzes leases, contracts, agreements, and other documents requiring the approval of the Director/Deputy Director-Legal Services of the Department of General Services; represents the Director/Deputy Director-Legal Affairs in connection with matters before State Boards and other agencies in the State; acts as liaison with the Attorney General, representing the Department in litigation; attends and participates in meetings and conferences as the legal representative of the Department; consults with the Attorney General on legal and policy aspects of complex legal problems concerning the Department and the State; counsels local officials, interested persons and organizations on Departmental policy.




	11.  
SUPERVISOR’S STATEMENT:  I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE


	SUPERVISOR’S NAME (Print)


	SUPERVISOR’S SIGNATURE

	DATE



	12.
EMPLOYEE’S STATEMENT:
I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE RECEIVED A 


COPY OF THE DUTY STATEMENT


	The statements contained in this duty statement reflect general details as necessary to describe the principal functions of this job.  It should not be considered an all-inclusive listing of work requirements.  Individuals may perform other duties as assigned, including work in other functional areas to cover absence of relief, to equalize peak work periods or otherwise to balance the workload.

	EMPLOYEE’S NAME (Print)

     
	EMPLOYEE’S SIGNATURE

	DATE

     


STATE OF CALIFORNIA
DEPARTMENT OF GENERAL SERVICES

DUTY STATEMENT

GS 907T (REV. 1/98)

	9.  Percentage of time


performing duties
	10.
Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each.  Group 


related tasks under the same percentage with the highest percentage first.  (Use additional sheet if necessary)


	5%

	MARGINAL FUNCTIONS

· Represent the Department in matters before the Unemployment Insurance Appeals Board.
KNOWLEDGE AND ABILITIES 

Knowledge of:
· The organization and functions of the California State government including the organization and practices of the Legislature and the Executive Branch.
· Principles, practices, and trends of public administration, organization, and management.
· Techniques of organizing and motivating groups.
· Program development and evaluation.
· Methods of administrative problem solving.
· Principles and practices of policy formulation and development.
· Personnel management and supervision techniques.
· The manager’s role in labor relations.
· Promoting equal opportunity in hiring and employee development and promotion.
· Maintaining a work environment free of discrimination and harassment. 

· Legal principles and their application.

· Legal procedures and terminology.

· Fiscal practices, contracts, tort liability.
· Public contract law.
· Constitutional and administrative law.

· Court procedures and rules of evidence.
· Procedures involved in the purchase and transfer of real property.

· Condemnation proceedings in the State of California.

· Financial and accounting laws of the State of California.
Ability to:  

· Be a current member in good standing of the California State Bar.

· Plan, organize and direct the work of multidisciplinary professional and administrative staff.

· Analyze administrative policies, organization, procedures and practices.

· Integrate the activities of a diverse program to attain common goals.

· Gain the confidence and support of top level administrators and advise them on a wide range of administrative matters.

· Develop cooperative working relationships with representatives of all levels of government, the public, and the Legislative and Executive Branches

· Analyze complex problems and recommend effective courses of action.

· Analyze problems and apply legal principles and precedents to a particular set of facts.

· Present statements of fact, law, and arguments clearly and logically in written and oral form

· Draft rules and regulations and proposed legislative measures; and perform legal research.

· Prepare and review reports.

· Effectively promote equal opportunity in employment.

· Maintain a work environment that is free of discrimination and harassment.  




STATE OF CALIFORNIA
DEPARTMENT OF GENERAL SERVICES

DUTY STATEMENT

GS 907T (REV. 1/98)

	9.  Percentage of time


performing duties
	10.
Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each.  Group 


related tasks under the same percentage with the highest percentage first.  (Use additional sheet if necessary)


	
	DESIRABLE QUALIFICATIONS

ADDITIONAL QUALIFICATIONS 

· Experience in managing a legal program, which demonstrates motivating and managing a legal staff or team.
· Experience at the managerial level developing, administering and implementing departmental policies and procedures.

· Experience at the managerial level presenting issues before the Governor, Legislature, local government, State boards and commissions, various State agencies and/or the public.

· Experience utilizing interpersonal communication skills or techniques with internal and external stakeholders.

· Experience in dealing with issues and/or litigation of a high-profile and/or politically sensitive nature.

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES 

· Responsive to client needs.  
· Effectively manage stress associated with multiple projects and assignments under time constraints.



