DEPARTMENT OF JUSTICE 
 CRIMINAL LAW DIVISION 
CALIFORNIA SUPREME COURT COORDINATION UNIT
DUTY STATEMENT
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CLASSIFICATION:	  	Deputy Attorney General Supervisor
WORKING TITLE:		California Supreme Court Coordination Unit SDAG
POSITION NUMBER:		
CITY:				

STATEMENT OF DUTIES: The California Supreme Court Coordination Unit Supervising Deputy Attorney General (SDAG) has day-to-day responsibility helping to manage non-capital criminal matters in the California Supreme Court for which the Criminal Law Division has led responsibility. The incumbent works closely with, and under the supervision the Senior Assistant Attorney General for the California Supreme Court Coordination Unit to provide supervisory review of noncapital criminal matters in the California Supreme Court. The incumbent also takes the lead on briefing and arguments in significant California Supreme Court criminal cases and provides advice about California Supreme Court criminal litigation and related legal issues. 

SUPERVISION RECEIVED: Under the direction of the Senior Assistant Attorney General (SAAG) for the California Supreme Court Coordination Unit (CSC) and the general direction of the Chief Assistant Attorney General (CAAG) for the Criminal Law Division, the Office of the Solicitor General (OSG),  the Chief Deputy Attorney General and the Attorney General.
SUPERVISION EXERCISED: In a supervisory capacity, coordinates, monitors, reviews and directs the work of other attorneys in the Criminal Law Division, on as needed basis.
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 twenty­ five pounds. Travel to legal offices statewide will be required.

ADDITIONAL REQUIREMENTS: Must be available to be present in the office (or on authorized telecommuting or business travel), during regular business hours, at least nine out of every ten working days. On any alternative work day, must be available by telephone and other electronic means to address any departmental emergencies. Must possess a valid California driver's license or California Identification Card.
TYPICAL WORKING CONDITIONS: In a remote work environment, home office, or similar environment. At the office, an enclosed windowed office in a smoke-free environment.
ESSENTIAL FUNCTIONS:
50%	Closely supervises Criminal Law Division attorneys assigned as lead on noncapital matters in the Supreme Court.  Coordinates review schedules, assists in research and development of legal positions, supervises and directs the drafting process for merits briefs, petitions for review, depublication requests, answers to petitions for review, and other projects.  Carefully reviews and edits briefs and other documents prepared by Criminal Law Division attorney filing in the Supreme Court.  Supervises and participates in moot courts for attorneys who will be presenting oral arguments in the California Supreme Court. 

25%	Takes the lead on briefing and argument in significant, complex, and sensitive noncapital criminal matters in the California Supreme Court.  Under the direct supervision of the Senior Assistant for the California Supreme Court Coordination Unit, and in collaboration with other members of the unit as appropriate, drafts merits briefs, petitions for review, depublication requests, answers to petitions for review, amicus curiae briefs, and other documents for filing in the California Supreme Court.  Prepares and presents oral argument in California Supreme Court noncapital criminal cases, either as lead attorney or upon reassignment from another attorney.
20%	Advises Department leadership and Criminal Law Division attorneys on matters relating to noncapital criminal litigation in the California Supreme Court as well as novel and important appellate issues emerging in the California Court of Appeal. Provides input on Appellate Further Action Reports (AFARs). Acts as a liaison between the Criminal Law Division and other components of the Department on criminal appellate issues, including the other litigating divisions, the Office of the Solicitor General, and other parts of the Executive Office.  Monitors case information pertaining to the California Supreme Court criminal docket and helps maintain and update internal data tracking documents.
5%	Assists and monitors attorneys, paralegals, and support staff in planning for and carrying out the most complex and difficult litigation in the California Supreme Court. Participates in all phases of legal processes including review of attorney and paralegal work.  

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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