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CALIFORNIA COASTAL COMMISSION
DUTY STATEMENT
SENIOR LEGAL ANALYST


EMPLOYEE NAME:  		

WORKING TITLE:	 		Senior Legal Analyst

WORK UNIT/DIVISION:  		Legal Division

LOCATION:  			San Francisco

DATE OF APPOINTMENT:  	

CBID: 	 			R02

TENURE/TIMEBASE:  		Full Time/Permanent


A Senior Legal Analyst provides high level professional legal analytical assistance to Staff Counsels and to Coastal Program Analysts and Senior Management staff statewide and works independently with only general supervision of the General Counsel and Assistant General Counsel.  The Senior Legal Analyst independently coordinates their work assignments and provides legal assistance to the attorneys in the legal division, primarily by assisting with responses to Public Records Act requests and assisting with reviewing recorded documents.  The Senior Legal Analyst may also provide guidance and assistance to line coastal planners and enforcement staff statewide.  This work takes the form of the most responsible, varied and complex paralegal duties.

The Coastal Act mandates the Commission to issue permits statewide within the California coastal zone.  The Commission frequently adopts permit conditions that require permit applicants to record against their property one or more legal instruments.  In addition, the Commission typically receives more than 150 Public Records Act requests per year, each of which requires an individual response.

The most significant subject areas for senior legal analyst assignments and a rough estimate of the proportion of time expended on each are as follows:

ESSENTIAL FUNCTIONS

25%	Public Records Act.  

Review requests for documents submitted under the Public Records Act or through subpoenas.  Work with relevant staff to gather documents responsive to such requests. Track response deadlines and draft timely correspondence related to such requests.

40%	Review Documents for Responsiveness and Privileges  

Upload responsive documents into Relativity to review for responsiveness and privileges. Research potential privileges and exemptions, review the responsive documents for responsiveness, and work with an attorney to identify relevant privileges and exemptions.  Perform searches in Relativity and prepare documents for production out of Relativity. 

10%	Public Access and Other Dedications.  

Review and understand coastal development permit conditions and findings. Draft and review legal documents that are prepared to record the conditions of a permit against title to property. Review property title documents, history, and legal property descriptions for accuracy.  Perform legal research and gather factual information related to property title, the effects of tax liens and complex real estate transactions.  Communicate, in writing and by telephone, with permit applicants, agents and attorneys to assist them with condition compliance. 

10% 	Litigation Support.  

Maintain litigation logs and databases.  Assist in gathering documents that constitute the administrative record of litigation and organize and index these documents.  



MARGINAL FUNCTIONS

10%	General Legal Support.  

Assist other members of the legal staff with legal research assignments related to the interpretation of the Coastal Act, the California Environmental Quality Act, the Permit Streamlining Act, the Coastal Zone Management Act or other legislation.  Other duties as assigned.

[bookmark: _Hlk133227331]
5% 	Justice, Equity, Diversity and Inclusion (JEDI) 
· Participate in professional development trainings, as well as tasks, trainings and activities that support programmatic and workplace diversity, equity, and inclusion. Other related duties as assigned.
· Identify and analyze potential environmental justice impacts in projects, and draft environmental justice, diversity and inclusion provisions in Staff Reports, settlements, or other documents, consistent with the Commission's Environmental Justice Policy, as applicable.
· Conduct tribal coordination and consultation for relevant projects, including communicating with and gathering information from tribes, assessing impacts to cultural and tribal resources and drafting findings in Staff Reports, settlements, or other documents, consistent with the Commission’s Tribal Consultation Policy, as applicable.

Supervision Exercised Over Others

This is not a supervisory position.  

Knowledge, Skills and Abilities

Knowledge of: In addition to the above, the employee must have strong knowledge of Microsoft Word and Microsoft Excel and either knowledge of or willingness to learn Relativity.  The employee must be able to identify documents that are potentially responsive to records requests and make preliminary determinations regarding privileges that apply to those documents. The employee must also have knowledge of or willingness to learn about potential legal issues associated with draft offers to dedicate easements, deed restrictions, and other recorded documents.  The employee must be able to work with attorneys to ensure that Commission staff comply with the Public Records Act and other laws, including by conducting legal research of such laws.
 
Ability to: In addition to the above, the employee must be able to analyze situations accurately and take effective action.  The employee must effectively communicate with Commission staff and attorneys both orally and in writing.  The employee must use good judgment when reviewing documents collected in response to records requests and assessing which documents may be subject to privileges or exemptions under the Public Records Act.  The employee must also draft recorded documents. The employee must be able to creatively solve problems, be an effective negotiator, have flexibility and initiative, complete assignments in a timely and organized manner, respond calmly and effectively in stressful situations, and follow and implement directions.  The employee must inspire confidence in and develop strong working relationships with employees, managers, applicants, and applicant representatives.

Consequence of Error/Responsibility for Decisions

High levels of attention to detail are required.  Work will be reviewed by either the Chief Counsel or the Deputy Chief counsel, as well as by other attorneys in the Legal Division.

The consequences of error are high; important coastal resources such as wetlands, environmentally sensitive habitat, marine resources, and public access could be compromised if errors are made.  In addition, errors could create vulnerabilities for the Coastal Commission in litigation.  Errors in judgment could also erode agency credibility, and/or significantly increase legal costs to the agency.
Public and Internal Contacts

This position requires contact with other Commission attorneys, representatives of applicants, as well as Coastal Program Analysts, technical staff, management, and other employees.
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Physical, Mental and Emotional Requirements

The employee may be required to sit for long periods of time using a keyboard and computer monitor. The employee must have the ability to move about, stand, reach, stoop or bend, and lift up to 20 pounds.  The employee must be able to deal effectively with pressure; multi-task; adapt to changing priorities; maintain focus on work assignments; be open to change and new information, changing conditions, or unexpected obstacles; complete tasks/projects within a short time frame; behave in a fair and ethical manner towards others; and demonstrate a sense of responsibility and commitment to public service. 

Work Environment

The employee will work in a high-rise building in downtown San Francisco in an open-space, climate-controlled office environment, under artificial lighting.  The employee may also telecommute part-time. The employee will work Monday through Friday.













I certify that this duty statement represents an accurate description of the essential functions of this position.



LOUISE WARREN								DATE


		
I have read this duty statement and agree that it represents the duties I am assigned.




									DATE
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