DEPARTMENT OF JUSTICE

CRIMINAL LAW DIVISION
EXECUTIVE OFFICE
CALIFORINA SUPREME COURT COORDINATION UNIT
DUTY STATEMENT
NAME: Vacant
POSITION NUMBER: 420-201-7500-xxx
CLASSIFICATION: Career Executive Assignment (C.E.A.)
JOB TITLE: Senior Assistant Attorney General — C.E.A., Level B

CBID: MO1

STATEMENT OF DUTIES: The Senior Assistant Attorney General will plan, direct, and organize the
statewide California Supreme Court Coordination Unit within the Criminal Law Division; develop
policies and procedures for the program; represent the Attorney General, as needed, before the courts,
the legislature, the public, other public agencies, and the Governor’s Office; and advise the Chief
Assistant Attorney General, the Solicitor General, and the Attorney General on all matters related to
noncapital litigation in the California Supreme Court and litigation matters likely to elevate to that court.

SUPERVISION RECEIVED: Under the direction of the Criminal Law Division Chief Assistant
Attorney General, the Chief Deputy Attorney General, and the Attorney General (AG).

SUPERVISION EXERCISED: Directly supervises Deputy Attorney General Supervisors in the
California Supreme Court Coordination Unit. Coordinates, monitors, reviews, and directs the work of
other attorneys in the Appeals, Writs, and Trials Section (AWT) and the Correctional Writs and Appeals
Section (CWA) within the Criminal Law Division handling noncapital criminal appellate and habeas
corpus matters in the California Supreme Court.

TYPICAL PHYSICAL DEMANDS: May be required to sit at a computer terminal while performing
research and other duties for up to eight hours a day and may be required to travel out of town,
sometimes with overnight travel. The ability to lift up to 25 1bs. may be required.

TYPICAL WORKING CONDITIONS: In a remote work environment, home office, or similar
environment. At the office, an enclosed windowed office in a high-rise building and a smoke-free
environment.

ESSENTIAL FUNCTIONS:

25%  Provides functional and administrative supervision to the Deputy Attorney General Supervisors,
Deputy Attorneys General, and support staff working in the statewide California Supreme Court
Coordination Unit.

25% Serves as a technical expert and primary legal advisor to the Chief Assistant Attorney General,
the Solicitor General, and the Attorney General regarding noncapital criminal matters. Consults
with the Chief Assistant Attorney General in the development and formulation of policy and
program objectives, personnel management, and attorney assignments for California Supreme
Court matters.

20% On a statewide basis, oversees all noncapital criminal and habeas matters in the California
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Supreme Court to ensure the highest quality work product, effective legal strategies,
statewide consistency, and timely filings. Reviews and edits, as necessary, pleadings in
specific cases; participates, as needed, in moot courts for attorneys preparing to argue cases
in the California Supreme Court; assists subordinate staff in planning for and carrying out
the most complex and difficult noncapital criminal litigation in the California Supreme
Court. Occasionally act as lead author or oral advocate in select cases.

Acts as the primary liaison between the Criminal Law Division and other components of the
Department on noncapital criminal appellate issues, including the other litigating divisions, the
Office of the Solicitor General, and other parts of the Executive Office.

Organizes and directs training programs for Deputy Attorneys General handling noncapital
criminal cases in the California Supreme Court.

Identifies needs for the resources necessary to carry out the mission of the Unit and develop
plans for recruitment of new staff.

I have read and understand the essential functions and typical physical demands required of this
job (please check one of the boxes below regarding a Reasonable Accommodation):

[] I am able to complete the essential functions and typical physical demands of the job without a
need for a reasonable accommodation.

[] I am able to complete the essential functions and typical physical demands of the job, but will
require a reasonable accommodation. I will discuss my reasonable accommodation request with
my supervisor.

[] I am unable to perform one or more of the essential functions and typical physical demands of
the job, even with a reasonable accommodation.

[] I am not sure that [ will be able to perform one or more of the essential functions and typical
physical demands of the job, and will discuss the functional limitations I have with my
supervisor.

Printed Name Date Name Date

Senior Assistant Attorney General Chief Assistant Attorney General
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