DEPARTMENT OF JUSTICE
CRIMINAL LAW DIVISION
POST-CONVICTION JUSTICE UNIT 
DUTY STATEMENT
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CITY:	     		


STATEMENT OF DUTIES: A Deputy Attorney General Supervisor (SDAG) in the Post-Conviction Justice Unit (PCJU) handles general administrative and personnel matters, including the interview and selection process for section staff; personally performs the most difficult, complex, and sensitive legal work for conducting extrajudicial review of criminal convictions referred to the unit, and cases for potential resentencing, including their suitability for post-conviction relief within the scope of the unit’s mission requiring the highest level of knowledge and independent judgment; provides leadership and support for task forces or working groups; advises various public officials and public agencies on legal issues; provides training to departmental staff and outside agencies; drafts and analyzes legislative measures and regulations.

The development and day-to-day management of PCJU, which includes hiring staff and developing, coordinating and executing the objectives and policies governing the unit. This includes, but is not limited to, determining case review priorities, case review criteria, investigations, case resolution and appropriate remedies, special concerns in evaluating forensic evidence, communications with pro se applicants, applicants’ counsel and other stakeholders, discovery access, and victim outreach and advocacy. SDAG will provide statewide leadership and coordination among local PCJUs (or conviction review units) to ensure system-wide best practices are implemented and to establish a culture of integrity, transparency, and efficacy that promotes public trust and confidence in our criminal legal system. This includes identifying additional resources and partnerships, collaborating with other sections within the Department, and consulting or contracting with outside agencies, organizations and experts. The SDAG will also develop criteria for evaluating cases for resentencing, apply such criteria to cases, develop best practices in resentencing, and coordinate and collaborate with district attorneys in their resentencing proceedings.  Coordinates, monitors, reviews and directs the work of PCJU staff, which may include, but is not limited to, graduate students, law clerks, investigators, and paralegals.

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

SUPERVISION EXERCISED: Reviews and monitors the work of a team of legal
professionals that include Deputy Attorneys General and may include paralegals and investigators. 



TYPICAL PHYSICAL DEMANDS:  May be required to sit at a computer terminal while 
performing research and other duties up to six to eight hours a day.  Ability to lift up to 25 pounds. 

ADDITIONAL REQUIREMENTS:  Must possess a valid California driver’s license or California Identification Card. Must be present in the office during regular business hours at least one day a week or as required to meaningfully supervise staff and accomplish other duties. May opt to work remotely in accordance with the Department’s telework policy and as approved on form STD 200. On any alternative workday, must be available by telephone to address any operational needs. 

TYPICAL WORKING CONDITIONS:  Enclosed windowed or interior office in a smoke-free environment when in office, and in a remote work environment, home office, or similar environment if teleworking. Deputies are required to travel to out-of-town meetings, or court hearings, including potentially in distant or remote locations.

   	
ESSENTIAL FUNCTIONS:

40%	Organizes and directs the work of subordinate attorneys and evaluates the performance of subordinate staff in planning for and carrying out the most complex and difficult litigation; and effectively recommends appropriate action; participates in all phases of workflow of the legal professionals supervised; plans the distribution of work and reviews attorney, staff work product.

20%	Manages and evaluates the record of criminal convictions referred to the unit as to 
suitability for post-conviction relief. Evaluation includes, but is not limited to, closely screening and reviewing convictions, understanding and analyzing complex legal proceedings and investigations, legal research, collaborating with defense counsel, innocence projects or referring pro se applicants to counsel where appropriate, conducting/directing appropriate investigations, soliciting and utilizing expert witnesses and consultants, drafting and filing requests for relief, litigating requests for relief, drafting and sending declination letters, locating evidence that might be subject to forensic testing and if appropriate, seeking forensic testing where appropriate, and ensuring that victim notification, services, and conviction review updates are provided to relevant stakeholders. Manage staffing of investigators, paralegals, experts, consultants, and other support staff.

20%	Manages and coordinates research that will support the work of local PCJUs, district attorneys’ offices in the state and other key stakeholders to strengthen the integrity of the conviction review process. Researches and develops best practices for resentencing and implements those practices. Acts as the primary liaison between the PCJU and various jurisdictions including local PCJUs and District Attorneys’ offices, legal professionals including innocence projects and defense counsel, local and state agencies, community-based organizations, public officials, and representatives of public agencies on legal issues concerning criminal conviction review, post-conviction remedies, resentencing, and best practices. Is well-informed of PCJU’s procedures and processes, regularly attends meetings and trainings on best practices, knowledgeable of common themes and errors in wrongful convictions cases. Collaborates with key stakeholders in the conviction review community to develop and implement system-wide best practices and provide statewide leadership to establish a culture of integrity, transparency, and efficacy to promote public trust and confidence in our criminal legal system.
 
10%	Advises and provides recommendations to the (CAAG) for the Criminal Law Division, the (CDAG), and (AG) on convictions and cases under review and the appropriate remedies. Acts as the primary liaison between the Criminal Law Division and other components of the Department on conviction review and resentencing issues, including California Justice Information Services, Victim Services Unit, Office of Legislative Affairs and other parts of the Executive Office.

10%	Handles a variety of general administrative, personnel, and disciplinary matters; evaluates performance of subordinate attorneys and support staff; assists in the recruitment process for new attorneys and support staff.  Develops and refines management skills.  

	 

	
























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 I 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.
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