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FINAL TASK LISTING

CLASS:  STAFF COUNSEL III (Specialist)
     NOTE:  Each position within this classification may perform some or all of these tasks.

	Task #
	Task



	1. 
	Performs legal research to protect the legal interests of the Department and to reduce legal risk by utilizing oral and written advocacy skills, interpersonal skills, negotiation skill, personal knowledge, appropriate training, rules, laws, regulations, legal practices and Departmental policies and practices at the direction of the Assistant Chief Counsel.

	2. 
	Prepares written opinions to resolve the most complex questions of law by utilizing written advocacy skills, personal knowledge, appropriate training, rules, laws, regulations, legal practices and Departmental policies and practices at the direction of the Assistant Chief Counsel.

	3. 
	Responds to difficult legal correspondence to present the Department’s position on legal issues and to reduce legal risk by written advocacy skills, negotiation skills, personal knowledge, appropriate training, rules, laws, regulations, legal practices and Departmental policies and practices at the direction of the Assistant Chief Counsel.

	4. 
	Develops strategy and tactics in the most complex disputes and/or litigation to protect the Department’s legal interests and to reduce legal risk by utilizing oral and written advocacy skills, negotiation skills, personal knowledge, appropriate training, rules, laws, regulations, legal practices and Departmental policies and practices at the direction of the Assistant Chief Counsel.

	5. 
	Confers and acts as liaison with the Attorney General in representing the Department when the State is a party in complex or sensitive litigation by utilizing oral and written advocacy skills, interpersonal skills, personal knowledge, appropriate training, rules, laws, regulations, legal practices and Departmental policies and practices at the direction of the Assistant Chief Counsel.

	6. 
	Recommends legal action to the Department, including whether to pursue or defend a particular legal action, or to intervene in constitutional challenges when the state is not a party by utilizing oral and written advocacy skills, interpersonal skills, personal knowledge, appropriate training, rules, laws, regulations, legal practices and Departmental policies and practices at the direction of the Assistant Chief Counsel.

	7. 
	Represents the Department in legal and/or administrative matters to protect the Department’s legal interests and to reduce legal risk by utilizing oral and written advocacy skills, interpersonal skills, negotiation skills, personal knowledge, appropriate training, rules, laws, regulations, legal practices and Departmental policies and practices at the direction of the Assistant Chief Counsel.

	8. 
	Advocates the Department’s position in complex adversary proceedings, (i.e., personnel issues, unemployment insurance appeals, protests or arbitration) before various boards and commissions and other forums by utilizing oral and written advocacy skills, interpersonal skills, negotiation skills, personal knowledge, appropriate training, rules, laws, regulations, legal practices and Departmental policies and practices at the direction of the Assistant Chief Counsel.

	9. 
	Consults with legislative and executive branches on behalf of the Department in the preparation of complex and/or sensitive legislation by utilizing oral and written advocacy skills, interpersonal skills, negotiation skills, personal knowledge, appropriate training, rules, laws, regulations, legal practices and Departmental policies and practices at the direction of the Assistant Chief Counsel.

	10. 
	Discusses legislation with members of the Legislature to protect the Department’s legal interests and to reduce legal risk by utilizing personal knowledge, appropriate training, rules, laws, regulations, legal practices and Departmental policies and practices at the direction of the Assistant Chief Counsel.

	11. 
	Prepares analyses of complex legislation, including advising on the probable effect on state programs and the responsibility of the Department by utilizing interpersonal skills, negotiation skills, personal knowledge, appropriate training, rules, laws, regulations, legal practices and Departmental policies and practices at the direction of the Assistant Chief Counsel.

	12. 
	Reviews and drafts legislation from a legal perspective to protect the Department’s legal interest and to reduce legal risk by utilizing advocacy skills, interpersonal skills, negotiation skills, personal knowledge, appropriate training, rules, laws, regulations, legal practices and Departmental policies and practices at the direction of the Assistant Chief Counsel.

	13. 
	Conducts administrative reviews of Departmental personnel, programs, and practices to ensure compliance with applicable laws, rules and regulations and to identify areas of potential legal risk by utilizing interpersonal skills, negotiation skills, personal knowledge, appropriate training, rules, laws, regulations, legal practices and Departmental policies and practices at the direction of the Assistant Chief Counsel.

	14. 
	Reviews, analyzes, approves and/or recommends approval or disapproval the most complex transactions from various agencies of the State of California for compliance with law, policy and state’s best interest by utilizing interpersonal skills, negotiation skills, personal knowledge, appropriate training, rules, laws, regulations, legal practices and Departmental policies and practices at the direction of the Assistant Chief Counsel.

	15. 
	Prepares, instructs and/or advises the Department and other State agencies on the preparation and processing of the most complex transactions by utilizing interpersonal skills, negotiation skills, personal knowledge, appropriate training, rules, laws, regulations, legal practices and Departmental policies and practices at the direction of the Assistant Chief Counsel.

	16. 
	Advises agencies and prepares complex written legal opinions regarding complex contract issues by utilizing interpersonal skills, negotiation skills, personal knowledge, appropriate training, rules, laws, regulations, legal practices and Departmental policies and practices at the direction of the Assistant Chief Counsel.

	17. 
	Participates in contract negotiations and develops contract terms and conditions of complex acquisition agreements by utilizing oral and written advocacy skills, interpersonal skills, negotiation skills, personal knowledge, appropriate training, rules, laws, regulations, legal practices and Departmental policies and practices at the direction of the Assistant Chief Counsel.

	18. 
	Participates in the resolution of the Department’s and other agencies most difficult contracting issues and problems including formal and informal dispute resolution by utilizing interpersonal skills, negotiation skills, personal knowledge, appropriate training, rules, laws, regulations, legal practices and Departmental policies and practices at the direction of the Assistant Chief Counsel.

	19. 
	Assists the Department in developing personnel policies and guidelines related to legal issues by utilizing oral and written advocacy skills, interpersonal skills, personal knowledge, appropriate training, rules, laws, regulations, legal practices and Departmental policies and practices at the direction of the Assistant Chief Counsel.

	20. 
	Oversees and assists in the investigation of charges against Department employees by utilizing oral and written advocacy skills, interpersonal skills, personal knowledge, appropriate training, rules, laws, regulations, legal practices and Departmental policies and practices at the direction of the Assistant Chief Counsel.

	21. 
	Oversees and assists in the interviewing of witnesses for investigations or hearing on behalf of the Department by utilizing oral and written advocacy skills, interpersonal skills, negotiation skills, personal knowledge, appropriate training, rules, laws, regulations, legal practices and Departmental policies and practices at the direction of the Assistant Chief Counsel.

	22. 
	Acts as a subject matter team lead in performing difficult and complex, negotiation, legislative liaison, hearings, legal research, opinion drafting, responding to difficult legal correspondence and developing strategy and tactics in the most complex disputes in litigation to protect the Department’s legal interests and to reduce legal risk by, interpersonal skills, personal knowledge, appropriate training, rules, laws, regulations, legal practices and Departmental policies and practices at the direction of the Assistant Chief Counsel.

	23. 
	Assists in training new professional staff to ensure efficient and effective delivery of work product that is consistent with Departmental policies and procedures by utilizing interpersonal skills, personal knowledge, appropriate training, rules, laws, regulations, legal practices and Departmental policies and practices at the direction of the Assistant Chief Counsel.

	24. 
	Provides legal advice on the most sensitive levels to various divisions of the Department, and the boards or commissions attached to the Department by utilizing oral and written advocacy skills, interpersonal skills, negotiation skills, personal knowledge, appropriate training, rules, laws, regulations, legal practices and Departmental policies and practices at the direction of the Assistant Chief Counsel.

	25. 
	Represents the Department to resolve the most complex issues by utilizing oral and written advocacy skills, interpersonal skills, negotiation skills, personal knowledge, appropriate training, rules, laws, regulations, legal practices and Departmental policies and practices at the direction of the Assistant Chief Counsel.

	26. 
	Counsels the Department’s Director and management staff with respect to the most significant matters by utilizing interpersonal skills, negotiation skills, personal knowledge, appropriate training, rules, laws, regulations, legal practices and Departmental policies and practices at the direction of the Assistant Chief Counsel.

	27. 
	Assists the Department and other agencies in developing solicitation language and criteria to meet legal requirements by utilizing interpersonal skills, personal knowledge, appropriate training, rules, laws, regulations, legal practices and Departmental policies and practices at the direction of the Assistant Chief Counsel.

	28. 
	Assists the Department in reviewing non-competitive bid requests to assure that all legal requirements are met by utilizing interpersonal skills, personal knowledge, appropriate training, rules, laws, regulations, legal practices and Departmental policies and practices at the direction of the Assistant Chief Counsel.

	29. 
	Assists the Department in review multi-year contract requests to assure that all legal requirements are met by utilizing interpersonal skills, personal knowledge, appropriate training, rules, laws, regulations, legal practices and Departmental policies and practices at the direction of the Assistant Chief Counsel.

	30. 
	Provides advice to the Department and other agencies regarding legal requirements for all acquisitions, including but not limited to goods, services, technology, telecommunications, real estate, construction, architect and engineering, public works, subvention and inter-agency transactions by utilizing oral interpersonal skills, personal knowledge, appropriate training, rules, laws, regulations, legal practices and Departmental policies and practices at the direction of the Assistant Chief Counsel.

	31. 
	Provides training on legal issues to the Department and other agencies, including, but not limited to solicitations, contract language, ethics, conflict of interest, protests, personnel issues, and contract management by utilizing oral and written advocacy skills, interpersonal skills, negotiation skills, personal knowledge, appropriate training, rules, laws, regulations, legal practices and Departmental policies and practices at the direction of the Assistant Chief Counsel.


Note:
Highlighted tasks were eliminated from further consideration which had a CT or RT rating of less than 0.5 and an IT Index of less than 2.0.  (See “Task Rating Summary Worksheet”.)
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