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Department Statement:
California is one of the most biodiverse places on the planet. As such, the Department of Fish and Wildlife (CDFW) values diverse employees working together to protect nature for all Californians. CDFW is committed to fostering an inclusive work environment where all backgrounds, cultures, and personal experiences can thrive and connect others to our critical mission.

	INSTRUCTIONS: A duty statement and organizational chart  must be submitted with each Request for Personnel Action, Form 242
	EFFECTIVE DATE

	
	

	DFW DIVISION/BRANCH/REGION/OFFICE
OGC/Exec
	POSITION NUMBER (Agency-Unit-Class-Serial)
565-007-5333-003

	UNIT NAME AND  LOCATION
Office of the General Counsel, Sacramento
	CLASS TITLE
Senior Legal Analyst

	INCUMBENT  

	CURRENT POSITION NUMBER (Agency-Unit-Class-Serial)
565-007-5333-003

	BRIEFLY DESCRIBE THE POSITION’S ORGANIZATION SETTING AND MAJOR FUNCTIONS

Under the general direction of the Assistant Chief Counsel for the Cannabis Program, the Senior Legal Analyst provides advanced legal and analytical support to attorneys on matters related to cannabis activities affecting impacted lands. The position works in close coordination with attorneys in the Office of General Counsel (OGC), the Office of Cannabis, the Law Enforcement Division (LED), and CDFW regional and headquarters staff.



	PERCENTAGE OF TIME PERFORMING DUTIES
	INDICATE THE DUTIES AND RESPONSIBILITIES ASSIGNED TO THE POSITION AND THE PERCENTAGE OF TIME SPENT ON EACH.  GROUP RELATED TASKS UNDER THE SAME PERCENTAGE WITH THE HIGHEST PERCENTAGE FIRST.  (USE THE REVERSE SIDE IF NECESSARY.)
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	ESSENTIAL FUNCTIONS:

Litigation Support
Under attorney supervision, draft pleadings, correspondence, and other legal documents. Prepare exhibits, manage discovery, and assist attorneys with litigation holds. Track penalty payments and convert administrative orders into Superior Court judgments. Assist attorneys during hearings and settlement negotiations. Coordinate with scientific, law enforcement, and other staff on enforcement matters handled both internally and externally. Conduct legal research and prepare analyses of statutes, regulations, and case law.  Support preparation of experts for hearings, deposition and trial, including organizing materials and summarizing information and evidence. Assist attorneys during settlement discussions and draft settlement agreements as directed. 

Administrative Support
Support Cannabis Program case tracking, document organization, and internal coordination meetings. Assist with Public Records Act responses related to the Cannabis Program and in close coordination with OCEO, when applicable. Perform other legal analyst duties as assigned to support overall program and legal office needs.

Interagency and External Coordination
Coordinate with local law enforcement, District Attorneys and other local and state agencies to facilitate timely submission of enforcement records and maintain relationships with local government contacts to streamline coordination. Attend intra and interagency meetings and prepare summaries and action plans. Assist attorneys with administrative investigations by identifying issues, gathering information, and preparing factual summaries and declarations. 

Confidential Data Management
Serve as a liaison between OGC, the Office of Cannabis, LED and regional and headquarters staff to support the collection, organization, and maintenance of cannabis-impacted lands data in secure systems. Ensure sensitive enforcement, investigative, and legal information is handled in accordance with applicable confidentiality requirements, legal standards, and agency protocols. Develop and maintain systems for tracking data, including maintaining audit trails and access controls. Provide analytical and consultative support to attorneys and program staff regarding information management.

Statewide Program Support and Reporting
Compile, analyze, and summarize enforcement, compliance, and other data for annual legislative reporting associated with Fish and Game Code Section 1025 and as requested. Translate technical data into narrative reports to support policy analysis and inform executive-level decision making. Draft and edit sections of formal agency reports submitted to the legislature and other oversight bodies. 


NON-ESSENTIAL FUNCTIONS:
Maintain professional knowledge in subject areas through training, seminars, workshops 
and professional associations to contribute to the achievement of CDFW’s mission and the Cannabis Program’s goals and objectives. Provide administrative support for the Office of Geneal Counsel.

Special Personal Characteristics: Strong interpersonal, organizational, and analytical skills. Ability to manage highly sensitive and confidential information. Excellent written and verbal communication. Willingness to travel and coordinate with external stakeholders. Demonstrated ability to work independently and across disciplines

Interpersonal Skills: Ability to establish and maintain cooperative and collaborative relationships with public agencies, industry stakeholders, the public, and others. Open-mindedness to new processes and procedures, ability to receive and implement feedback, and tact in providing recommendations necessary to achieve shared goals and objectives.

WORKING CONDITIONS:  
The position requires the use of a computer for several hours each day, the completion of office tasks that require sitting, standing, and walking to other locations; attendance at meetings and participation in conference calls. Office and field work may require a uniform. 

Minimal travel is required within the state of California via private or public transportation (i.e., automobile, airplane, etc.). Travel may include multiple day overnight stay up to seven (7) days dependent upon departmental need (<5%).

This position would be based in Sacramento, and is eligible for hybrid telework. Hybrid telework will be dependent on operational need and this position will be required to report to the Sacramento office at least twice per week.

	SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

	PRINT SUPERVISOR’S NAME

	SUPERVISOR’S SIGNATURE

	DATE

	EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE RECEIVED A COPY OF THE DUTY STATEMENT.
I HAVE READ AND UNDERSTAND THE DUTIES AND ESSENTIAL FUNCTIONS OF THE POSITION AND CAN PERFORM THESE DUTIES WITH OR WITHOUT REASONABLE ACCOMMODATION. 

	PRINT EMPLOYEE’S NAME

	EMPLOYEE’S SIGNATURE

	DATE






