state of california – California Natural resources agency
GAVIN NEWSOM, Governor

	[image: image1.png]


CALIFORNIA COASTAL COMMISSION
455 MARKET STREET, SUITE 300

SAN FRANCISCO, CA 94105
VOICE (415) 904-5200
FAX (415) 904-5400
TDD (415) 597-5885


	



CALIFORNIA COASTAL COMMISSION

ATTORNEY III
DUTY STATEMENT

EMPLOYEE NAME 


DIVISION/WORK UNIT:   

Legal Division
WORKING TITLE:  

Senior Attorney
LOCATION:  

San Francisco
DATE OF APPOINTMENT:  


CBID:  

R02
TENURE/TIMEBASE:  

Limited Term
POSITION SUMMARY
The Attorney III classification is distinguished from the lower level Attorney classification by the level of difficulty of assignments given to attorneys and the expertise that the attorney brings to these assignments. Attorney III's work with broad discretion and independence with minimum supervision and are expected to be experts in the more complex area of the law within a departmental legal program.
The Attorney III performs a broad range of staff legal work. Incumbents in this classification serve the public by performing a variety of tasks, which include, but are not limited to: study, interpret, and apply laws, regulations, court decisions, and other legal authorities; perform a wide variety of legal research; provide advice or opinions to departmental management or members of the public on legal issues arising out of the programs of the department in which the incumbent is employed and of the legal effect of rules, regulations, proposed legislation, statutory law, court decisions, and administrative actions; respond to legal correspondence; conduct special investigations involved in the enforcement of state laws and departmental rules and regulations; develop proposed legislation; prepare or assist in preparing cases, opinions, briefs, and other legal documents such as memoranda, digests, summaries, and reports; assist in the preparation of or have responsibility for preparing cases that may result in litigation before boards, commissions, hearing officers, administrative law judges, or trial or appellate courts; develop strategies and tactics in disputes or litigation; assemble and evaluate evidence; conduct negotiations; represent departments in hearings and litigation; potentially act in a lead capacity over lower level attorney staff; and perform other related legal work.

ESSENTIAL FUNCTIONS
15% Local Coastal Programs.

Advise and assist staff, Commissioners, local governments and others on procedures, policies, and other legal issues affecting preparation, review, certification, and amendment of land use plans, implementation plans, and other similar planning documents.

25% Coastal Development Permits

Advise and assist staff, Commissioners, applicants and others on procedures, policies, and other legal issues affecting Commission review of and action on permits for coastal development.

35% Litigation.

Work directly with the Assistant General Counsel, General Counsel, and deputies attorney general on litigation, including litigation involving the Commission’s action on coastal development permits and local coastal programs; review and edit pleadings and briefs; assist in the preparation of administrative records; draft memoranda and correspondence; and develop legal strategies and arguments to promote Coastal Act policies in administrative, legislative and judicial fora.

10% Public Records Act Requests.

Review requests for documents submitted under the Public Records Act or through subpoenas.  Work with relevant staff to gather documents responsive to such requests and review them for privilege.  Draft correspondence related to such requests and produce the non-exempt documents responsive to them.

MARGINAL FUNCTIONS

10%
General Legal Support

At General Counsel's direction, work on special projects such as research on complex legal issues, preparation of responses to difficult and complex legal correspondence, and performance of sensitive administrative tasks.
JEDI FUNCTIONS – 5%

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

An Attorney III does not supervise lower level attorney staff, but may act in a lead capacity.
KNOWLEDGE, SKILLS & ABILITIES
Knowledge of: Legal research methods and performing research; legal principles and their application; scope and character of California statutory law and of the provisions of the California Constitution; principles of administrative and constitutional law; trial and hearing procedure; and rules of evidence; court procedures; administrative law and the conduct of proceedings before administrative bodies; legal terms and forms in common use; statutory and case law literature and authorities; and provisions of laws and Government Code sections administered or enforced.


Ability to: Research; analyze, appraise, and apply legal principles, facts, and precedents to legal problems; analyze situations accurately and adopt an effective course of action; prepare and present statements of fact, law, and argument clearly and logically in written and oral form; prepare correspondence involving the explanation of legal matters; draft opinions, pleadings, rulings, regulations, and legislation; negotiate effectively and conduct crucial litigation; work cooperatively with a variety of individuals, organizations and maintain the confidence and respect of others; and work effectively under pressure.

CONSEQUENCE OF ERROR/RESPONSIBILITY FOR DECISIONS

High levels of decision-making are expected.  Work will be reviewed by either the General Counsel or the Assistant General Counsel, as well as by Commission in a public session, and if litigation ensues, by the courts.

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, project applicants and their representatives, local government employees, Commission technical staff, management, and other employees.

PHYSICAL, MENTAL AND EMOTIONAL REQUIREMENTS

The employee may be required to sit for long periods of time using a keyboard and video display terminal. The employee must have the ability to move about, stand, reach, stoop or bend; lift up to 20 pounds.  The employee must be able to interact with many people; 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. The employee must value diversity and other individual differences in the workforce.

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
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