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DUTY STATEMENT

Deputy Legislative Counsel III/IV
Workplace Conduct Investigator
Under the direction of the Director of the Workplace Conduct Unit, the Workplace Conduct Investigator is responsible for intake and investigations of complaints from persons covered by the Legislature’s Policy on Appropriate Workplace Conduct related to harassment, discrimination, and retaliation.  The investigator’s primary role is assessing complaints to determine if they fall within the jurisdiction of the Workplace Conduct Unit and investigating those complaints determined to fall within the Unit’s jurisdiction.

Duties of the Position
60%
Investigates complaints within the jurisdiction of the Workplace Conduct Unit, gathers all pertinent information, and produces reports for the Workplace Conduct Panel.  Investigatory methods may include interviews with the complainant, the accused, and all relevant witnesses; review of documents and records provided by the complainant or otherwise acquired; contact with management in both houses and information technology staff to gather additional information; and/or other methods as necessary for the specific situation.  Maintains detailed and contemporaneous records of all aspects of an investigation, updates the Director as to progress being made in investigations, and produces thorough complete reports of all information obtained during investigations.  Attends panel briefings as required and answers any questions the panelists may have on any aspect of investigations.

25%
Receives and assesses complaints made to the Unit through a variety of channels, including in-person complaints, telephone calls, emails, supervisor referrals, the complaint hotline, and the Unit’s website reporting feature.  Determines whether complaints fall within the jurisdiction of the Unit.  For those complaints outside of the Unit’s jurisdiction, refers them to the appropriate office for handling.  Logs all complaints and assessments, works with the Director of the Unit to ensure jurisdictional assessments are being made appropriately, and regularly communicates with human resources staff in each house regarding complaints being transferred to them.

15%
Keeps up to date on state and federal employment laws and regulations, industry best practices, and state and national trends.  Conducts research on employment issues, analyzes pending legislation, and presents findings to management.  Prepares basic contracts in support of the Unit’s operations.  May conduct group interventions or training as requested by leadership or management of the Legislature.  Provides advice and recommendations to the Legislative Counsel and the Director on issues related to employment issues.  Works with Equal Employment Opportunity Commission and Department of Fair Employment and Housing investigators as necessary for complaints appealed to state or federal regulatory bodies.  May be required to testify before legislative committees or in court.  Performs other duties as required in support of the Unit.

Qualifications and Expectations of the Incumbent

Throughout his or her tenure in the position the incumbent must:

· Maintain active membership in the California State Bar

· Maintain the utmost confidentiality of the work of the Unit, both as it relates to attorney-client privilege and general confidentiality around personnel management issues

· Attend trainings and seminars, keep up to date on industry trends, and maintain current knowledge of workplace issues in California and nationally

· Promote and ensure strict separation from other branches or offices of the Office of Legislative Counsel that may lead to the appearance of conflicts of interest or inappropriate separation of duties

I have discussed with my supervisor the duties of the position and have received a copy of the duty statement.

_________________________




_________________
Signature of Employee





Date

Minimum Qualifications
(As defined in Deputy Legislative Counsel III and IV class specifications)

· Active membership in the California State Bar

· Deputy Legislative Counsel III:  At least six years of legal experience in the practice of law in a governmental jurisdiction or in the private practice of law.
· Deputy Legislative Counsel IV:  At least ten years of experience performing legal duties, four years of which must have been at a level of responsibility equivalent to a Deputy Legislative Counsel III.
Desirable Qualifications
(Applications will be reviewed against these criteria to determine which candidates will receive further consideration)

· Experience in the practice of employment law including conducting workplace investigations.
· Knowledge of Equal Employment Opportunity Commission (EEOC) and Department of Fair Employment and Housing (DFEH) complaint and investigation processes.
· Knowledge of and experience with various investigatory techniques, particularly those commonly used in workplace investigations.

· Strong oral and written communication skills, including experience writing detailed and complex reports, interviewing individuals to determine specific sets of facts, presenting ideas and recommendations to a panel or board, and interacting with a wide range of people in a variety of professional capacities.

· Ability to establish and maintain relationships with management and staff of a large organization.

· Understanding of legislative bodies and their personnel management issues.

· Experience preparing statements of work, requests for proposals, and employment contracts.

· Ability to develop and apply creative and innovative solutions to complex problems.
· Ability to maintain strict confidentiality and act with discretion and tact in the performance of work responsibilities.

