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	EMPLOYEE NAME 



	CLASSIFICATION

Attorney III
	DIVISION/SECTION/UNIT

Legal Division

	WORKING TITLE

Attorney III
	GEOGRAPHIC LOCATION

Sacramento

	POSITION NUMBER

414-410-5795-004
	EFFECTIVE DATE



	POSITION TYPE

[bookmark: Check1]|X| Rank and File   |_| Supervisor/Manager   |_| Specialist
	TENURE

Permanent
	TIMEBASE

Full Time 

	GENERAL STATEMENT

Under general supervision of the Assistant Chief Counsel, the Attorney III represents the Department of Real Estate (DRE) in the most complex, difficult and sensitive cases, with increased independence and responsibility.  The Attorney III reviews investigative files; drafts pleadings, orders, legal memoranda, and other related documents; negotiates the settlement of matters which are the subject of formal Administrative Procedure Act (APA) hearings; and prepares the appropriate documentation to effect such a settlement.  The Attorney III must be able to readily recognize key issues in the most complex, difficult and sensitive cases, and apply the appropriate law to these issues, marshal relevant evidence in a well-reasoned, logical and coherent manner at an administrative hearing to prove allegations set forth in the pleading subject to that hearing.  In addition to prosecuting matters that are subject to the APA, the Attorney III will work with, and serve as a legal resource for, DRE’s Human Resources Office. 
 

	REQUIREMENTS

|_| Bilingual     |X| Conflict of Interest (COI)     |X| Criminal Offender Record Information (CORI)  
 
|X| License Required     |X| Travel Required     |_| Typing Certificate     |X| Work Week Group E/SE




COI – This position is subject to the provisions of 2 Cal. Code of Regs. §18730, which contains the Conflict of Interest Code for the Department of Real Estate.

CORI – Title 11, section 703(d) of the California Code of Regulations requires criminal record checks of all personnel who have access to Criminal Offender Record Information (CORI). Pursuant to this requirement, applicants for this position will be required to submit fingerprints to the Department of Justice and be cleared before hiring. In accordance with DRE’s CORI procedures, clearance shall be maintained while employed in a CORI-designated position.

License Required – Active membership with the California State Bar must be maintained.

Travel – The incumbent is required to travel throughout an assigned geographical area by various methods of transportation in this position.

Work Week Group SE – The Attorney III is a Work Week Group SE employee and is expected to work an average of 40 hours per week each year and may be required to work specified hours based on the operational needs of the Department, deemed necessary by management. Accordingly, Work Week Group SE employee work schedules may fluctuate at times depending on the nature and amount of work to be performed.

	Percentage
	Description of Essential Functions

	
30%









30%









      20%






      10%

	
Prepare for and conduct hearings before the Office of Administrative Hearings for license discipline matters as well as the State Personnel Board and/or CalHR for personnel matters.  Review and analyze evidence contained in the most complex and difficult investigative files to determine whether grounds exist to support formal license or personnel disciplinary action. In connection therewith, draft pleadings, orders, other legal documents and memoranda, as necessarily required by or in support of the matter, which is the subject of the administrative proceeding. Review proposed decisions of administrative hearings as well as final decisions of the State Personnel Board and/or CalHR. Work with the Attorney General’s Office as necessary. 

Respond to discovery requests, and prehearing motions. Promptly set hearing dates in contested cases. Prepare cases for formal hearing by: issuing subpoenas as necessary; preparing witnesses to testify; conduct research on legal issues likely to arise at the hearing, and when necessary, prepare legal memoranda on such issues; organize a reasoned, logical and coherent presentation of testimony and evidence;  present in a reasoned, logical and understandable manner legal argument (written or oral) based on issues arising at the hearing, as necessary; respond to such post-hearing matters (motions, petitions for reconsideration, notices of rejection of proposed decisions, etc.) as appropriate and necessary under the circumstances of the case. 

Advise DRE’s Human Resources and Equal Employment Opportunity Offices on issues involving personnel management issues (including, but not limited to, advising on adverse actions, rejections on probation, progressive discipline, and reasonable accommodations), requests for reasonable accommodations, and complaints of discrimination/harassment. Research legal issues for DRE’s Human Resources and Equal Opportunity Offices.  

Respond, orally and in writing, in a well-reasoned logical, clear and understandable manner, based on Department policy or interpretations of law and regulations, to the public, licensee and Department inquiries about the most difficult and complex issues involving the application of the Real Estate Law (Section 10000, et seq. of the Business and Professions Code), the Subdivided Lands Act (Section 11000, et seq. of the Business and Professions Code), the regulations implementing these two laws, and related sections of other code provisions involving matters within the jurisdiction of the Department. This task must be done in accordance with Department policy and procedures.




	Percentage
	Description of Marginal Functions

	
5%





5%

	
Assist in coordinating DRE’s responses to legal subpoenas and requests for information submitted pursuant to the Public Records Act that involve DRE staff.  Assist DRE staff in reviewing Public Records Act requests and subpoenas, identifying responsive records, reviewing records for privilege, exemptions, privacy and other objections, and making records available for inspection/production. 

Perform special projects assigned by the Assistant Commissioner, Legal Affairs, Associate Chief Counsel, and/or Assistant Chief Counsels.  Participate in training and mentoring lower level attorneys in their duties. 


ADDITIONAL INFORMATION
 
The Attorney III works in an office setting, with artificial light and temperature control. Daily access to and use of a personal computer and telephone are essential. The employee must be able to remain in a stationary position 75% of the time and must occasionally move about inside the office to access files and documents from the filing cabinets and office machinery (i.e. printer, fax machine, copy machine).

This position may be eligible for telework. The amount of telework is at the discretion of the Department and based on current telework policy. While DRE supports telework, in-person attendance may be required based on operational needs. Employees are expected to be able to report to their worksite with minimal notification if an urgent need arises.

The Attorney III must possess good communication skills, use good judgment in decision-making, exercise creativity and flexibility in problem identification, manage time and resources effectively, and be responsive to DRE management needs. Dependability, punctuality, and the ability to demonstrate a team-oriented working capability are required in this position. This position also requires strong written and oral communication skills, the ability to evaluate, process and utilize computer skills, and the ability to deal effectively with people. 

The Attorney III routinely works with sensitive and confidential issues and/or materials and is expected to maintain the privacy and confidentiality of documents and topics pertaining to individuals or to sensitive program matters at all times.

As an Equal Opportunity Employer, all DRE employees are expected to conduct themselves in a professional manner that demonstrates respect for all employees and others they come in contact with during work hours, during work-related activities, and anytime they represent the Department. Additionally, all DRE employees are responsible for promoting a safe and secure work environment, free from discrimination, harassment, inappropriate conduct, or retaliation.

The statements contained in this job description 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. The incumbent of this position may perform other duties (commensurate with this classification) as assigned, including work in other functional areas to cover during absences, to equalize peak work periods or to otherwise balance the workload. Duties of this position are subject to change and may be revised as needed or required.

I have read and understand the duties listed above and I can perform these duties with or without reasonable accommodation. (If you believe reasonable accommodation is necessary, discuss your concerns with the hiring supervisor. If unsure of a need for reasonable accommodation, inform the hiring supervisor, who will discuss your concerns with the Equal Employment Opportunity Office.)

	EMPLOYEE NAME


	CLASSIFICATION



	EMPLOYEE SIGNATURE


	DATE




I have discussed the duties of this position with and have provided a copy of this duty statement to the employee named above.
	SUPERVISOR NAME


	CLASSIFICATION



	SUPERVISOR SIGNATURE


	DATE





	[bookmark: _Hlk135217544]First Initial. Last Name
	Revised 02/2026



