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FINAL EDITED KSA LISTING

                                                    CLASS:  LEGAL ANALYST
       NOTE:  Each position within this classification may be required to possess all or some of these knowledge, skills or abilities.

	#
	Knowledge, Skill, Ability



	
	Knowledge of:

	K1. 
	Comprehensive knowledge of legal concepts, terminology, principles and procedures in order to assist and support attorneys in representing the department.

	K2. 
	Advanced knowledge of legal reference materials in order to research legal principles and procedures.

	K3. 
	Comprehensive knowledge of paralegal duties in an administrative law office in order to review and analyze the most common types of legal documents relating to the rulemaking process and to effectively interact with and understand the requests of the departmental attorney.

	K4. 
	General knowledge of the English language including grammar, spelling, punctuation, sentence and paragraph structure, organization, and appropriate vocabulary.

	K5. 
	Advanced knowledge of laws, legal codes, government regulations, executive orders, and agency rules to ensure compliance with the APA.

	K6. 
	General knowledge of administrative and clerical procedures and systems such as word processing, managing files and records, transcription, designing forms, and other office procedures and terminology to ensure orderly management of the office workload.

	K7. 
	General knowledge of principles and processes for providing services to the public and State agencies.  

	K8. 
	General knowledge of basic office equipment (i.e., photocopiers, fax machines, etc.) to perform necessary administrative and operational duties.

	K9. 
	General knowledge of proper filing techniques to create and maintain an organized series of necessary files of varying types to store and retrieve hardcopy information.

	K10. 
	Comprehensive knowledge of the rulemaking law process and legal terminology to effectively interact with and understand the requests of attorneys.

	K11. 
	Advanced knowledge of how to prepare the most common types of legal documents to a rulemaking record (e.g., declaration statements, mailing statements, etc.) in an effective manner including how to apply rules regarding content, citations, order of presentation, formatting, page limitations, etc.

	K12. 
	General knowledge of how to prepare clear and effective formal correspondence to a variety of recipients (e.g., State agencies and the public).

	K13. 
	General knowledge of the Harvard Blue Book and California Style Manual to ensure proper formatting of statutes, regulations, and case citations.


	
	Skill to:

	S1. 
	Skill to reason logically and accurately analyze legal situations in order to assist attorneys in determining an effective course of action.

	S2. 
	Skill to communicate effectively, prepare reports and file review memos, which summarize regulatory actions in order to assist attorneys in determining an effective course of action.

	S3. 
	Skill to read and understand complex statutes, court decisions, regulations, proposed legislation, legal reference materials, legal documents and other similar materials in order to research and analyze legal principles and procedures.

	S4. 
	Skill to prepare drafts of the most common types of legal documents to a rulemaking record (e.g., declaration statements, mailing statements, etc.)  including how to apply rules regarding content, citations, order of presentations, formatting, page limitations, etc.

	S5. 
	Skill to communicate effectively and work cooperatively with attorneys and members of the support staff.

	S6. 
	Skill to effectively prioritize work within time constraints, continually monitoring progress, and adjusting schedules to meet deadlines.

	S7. 
	Skill to communicate effectively in writing as appropriate for the needs of the State agencies and the public.

	S8. 
	Skill to communicate effectively with others to convey information.

	S9. 
	Skill to effectively understand the implications of new information for both current and future problem-solving and decision-making.

	S10. 
	Skill to effectively coordinate or adjust one’s actions in relation to others’ actions.

	S11. 
	Skill to effectively use logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems.

	S12. 
	Skill to behave towards others with respect, courtesy, and tact to enhance communication and help ensure a positive reputation for the department.

	S13. 
	Skill to effectively follow directions given by supervisors and managers to ensure work is completed per their instructions and accomplishes the desired outcome.

	S14. 
	Skill to effectively solicit appropriate information from a variety of sources (both internal and external) to complete the work product.

	S15. 
	Skill to accurately read and comprehend complex written documents such as related to the rulemaking process.

	S16. 
	Skill to critically assess one’s own skills and job performance to identify areas that require improvement and means of addressing them (e.g., training courses, additional assignments, etc.).

	S17. 
	Skill to efficiently locate relevant or useful information from a large volume of both electronic and hardcopy documents.


	
	Ability to:

	A1. 
	Ability to effectively communicate information and ideas orally and in writing.

	A2. 
	Ability to effectively apply general rules to specific problems to produce answers that make sense.

	A3. 
	Ability to effectively handle multiple tasks simultaneously while maintaining composure and produce a quality work product.

	A4. 
	Ability to work efficiently in order to meet deadlines.

	A5. 
	Ability to effectively cope with stressful situations while maintaining a professional demeanor.

	A6. 
	Ability to effectively attend to details in order to perform work in an accurate and thorough manner.

	A7. 
	Ability to accept constructive criticism regarding work products and practices in order to continually improve work products.

	A8. 
	Ability to willingly adapt, accept, and use new technology, ideas and strategies.

	A9. 
	Ability to willingly take initiative and work independently.

	A10. 
	Ability to effectively prioritize and organize workload to ensure accurate and timely completion.


	
	Special Personal Characteristics:

	SPC1. 
	Willingness to work in other areas different from assigned duties as needed so overall mission of the office is fulfilled. 

	SPC2. 
	Willingness to 

	SPC3. 
	Willingness to . . . 

	SPC4. 
	Willingness to . . . 


_____________________________________

Samples:

Willingness to work overtime and on-call hours as required.

Willingness to work rotating shifts (that is, Saturday and or Sunday shifts) in emergency situations on an as-needed basis.

Willingness to work holiday work shifts in emergency situations.

Willingness to climb ladders to heights of approximately 30 feet.

Willingness to work at heights between approximately 30 and 100 feet.
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