
	STATE OF CALIFORNIA

DEPARTMENT OF FORESTRY AND FIRE PROTECTION
POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT

PO-199 (06/16)
	Working Title of Position

Assistant Chief Counsel, OSFM

	
	Division and/or Subdivision

Legal Services 

	INSTRUCTIONS:  The Director is required by Government Code Section 19818.12 to report (or to record) “…material changes in the duties of any position in his or her jurisdiction”.  The Position Essential Functions Duties Statement is used for this purpose.  Enter identifying information and effective date at the right.  Enter brief description of each of the important duties and responsibilities of the position below.  Group related duties in numbered paragraphs and indicate the percentage of total time occupied.  Indicate the "essential functions" of the position by placing an asterisk (*) in front of those individual duties you determine to be essential to the job.  Discuss the duties with the employee assigned to the position.  Both the employee and supervisor sign the document where indicated.  The supervisor retains the original document and provides a copy to the employee.
	Location of Headquarters

Sacramento 

	
	Class Title of Position

Attorney, Assistant Chief Counsel 

	
	Position Number

541-015-5871-XXX

	
	Effective Date

04/01/2026

	Percentage of Time Required
	Effective on the date indicated, the employee assigned to the position identified above performs the following duties and responsibilities.

	50%

30%
15%

5%


	Under the general direction of the Chief Counsel, the Assistant Chief Counsel (ACC), Office of the State Fire Marshal, will serve under the authority of the Chief Counsel and will be responsible for planning, supervising, directing, and reviewing the work of subordinate attorneys and support staff in the Legal Office. Duties include but are not limited to:
*Supervises, directs, coordinates, and reviews the work of attorney and non-attorney legal staff in the performance on a variety of duties and assignments supporting the Office of the State Fire Marshal (OSFM) programs. *Distributes workload and trains/mentosr new attorneys. Collaborates with the Chief Counsel and Assistant Chief Counsel peers on office management, strategic planning, organizational structure, and accountability of the Legal Office. *Prepares and renders legal opinions, identifies potential legal problems and proposes solutions. *Provides interpretations and analyses of laws, regulations and court rulings. *Disseminates laws and regulations to department staff and provides summaries to enable staff to apply the laws and regulations in an appropriate manner.  *Advises the Chief Counsel and makes recommendations concerning departmental policies and objectives. 
*Oversees the most complex and sensitive OSFM-related legal work handled by the Legal Office. Handles the highest legal of communications with the Governor’s Office, the Legislature, Department of Justice, and other state, federal, and local government officials on issues falling under the State Fire Marshal’s jurisdiction.  *Provides legal guidance on the most complex and sensitive issues to the Department’s Executive staff and other top level management. Assists top management in the development and implementation of Department policy on issues falling under the State Fire Marshal’s jurisdiction. *Prepares statements of fact, law, and argument clearly and logically in written and oral form.
*Serves as Acting Chief Counsel in the short-term absence of the Chief Counsel. Participates in Executive meetings and workgroups as assigned. Prepares and reviews contracts and interagency agreements to which the Department is a party. *Prepares budget change proposals and assists the Chief Counsel with managing the Legal Office budget. 
Other job-duties as assigned.   

	
	*These are the essential functions for this position.  Essential functions are those functions that the individual who holds the position must be able to perform unaided or with the assistance of a reasonable accommodation.

	Equal Employment Opportunity (EEO) Statement: All CAL FIRE 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 CAL FIRE employees are responsible for promoting a safe and secure work environment free from discrimination, harassment, inappropriate conduct, or retaliation.  

	Job qualifications and/or conditions of employment: *Approximately 10% of position duties will require travel, occasionally involving overnight stays


	"We have discussed this document in its entirety and understand the duties of this position."

	Employee Signature
	
	Date
	
	Supervisor Signature
	
	Date
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	Working Title of Position

Assistant Chief Counsel, OSFM

	Percentage of Time Required
	Effective on the date indicated, the employee assigned to the position identified above performs the following duties and responsibilities.

	     
     
     
     
     
     
     
     
	REQUIRED QUALIFICATIONS: 

Knowledge of: 

· Statutes and case law pertaining to OSFM programs, including Community Wildfire Preparedness & Mitigation, Code Development & Analysis, Fire & Life Safety, Fire Engineering and Investigations, Pipeline Safety & CUPA, and State Fire Training;

· Administrative law principles and experience with the Office of Administrative Law;
· Legal principals and their application; legal research methods; and court procedures; 

· Legal terms and forms in common use; statutory and case law literature and authorities; and 

· Provision of laws and Government Code sections administered or enforced. 

DESIREABLE QUALIFICATIONS 

Special Personal Characteristics: 

· Negotiate in difficult situations with tact and firmness; 

· Establish effective working relationships at all levels within the Department; and
· Work independently, cooperatively, and effectively with various federal, state, and local agencies. 

Ability to: 

· Analyze complex and difficult legal principles and precedents and apply them to difficult and complex legal and administrative problems; 

· Perform exceptionally difficult and complex legal research; prepare and present statements of fact, law, and argument clearly and logically in written and oral form; 

· Draft complex and difficult opinions, pleadings, rulings, and legislation; 

· Negotiate effectively and oversee crucial litigation; 

· Work cooperatively with a variety of individuals and organizations and maintain the confidence and respect of others; 

· Handle multiple high-profile priorities; 

· Communicate well verbally and in writing; 

· Work effectively under pressure and successfully handle multiple competing priorities; and

· Stay organized, set priorities, and work independently under general supervision. 

Interpersonal Skills: 

Efficiency, conscientiousness, tact, and professionalism

	
	*These are the essential functions for this position.  Essential functions are those functions that the individual who holds the position must be able to perform unaided or with the assistance of a reasonable accommodation.

	Equal Employment Opportunity (EEO) Statement: All CAL FIRE 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 CAL FIRE employees are responsible for promoting a safe and secure work environment free from discrimination, harassment, inappropriate conduct, or retaliation.  

	Job qualifications and/or conditions of employment: *Approximately 10% of position duties will require travel, occasionally involving overnight stays

	"We have discussed this document in its entirety and understand the duties of this position."

	Employee Signature
	
	Date
	
	Supervisor Signature
	
	Date

	Personnel use only
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