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Duty Statement

	DIVISION
	CLASSIFICATION/WORKING TITLE
	POSITION NUMBER 
(Agency-Unit-Class-Serial)

	Legal Division
	CEA (Level C) Deputy Chief Counsel 
	326-410-7500-001

	UNIT/PROGRAM/SECTION
	EFFECTIVE DATE
	CBID

	
	TBD
	M01

	INCUMBENT
	REPORTING LOCATION
	IMMEDIATE SUPERVISOR

	Vacant
	Sacramento, Oakland, or Los Angeles
	Chief Counsel

	POSITION DESCRIPTION

	Under the general direction and supervision of the Chief Counsel of the Civil Rights Department (CRD or Department), the Deputy Chief Counsel supports the Chief Counsel in direction, oversight, and administration of the Legal Division. The Deputy Chief Counsel serves as a legal advisor and thought partner to the Chief Counsel; plans and orchestrates training for Legal Division staff; creates and updates Legal Division policies; serves as the direct supervisor of the Legal Division’s supervising investigators and General Counsel; provides support as needed for the Legal Division’s most complex litigation; and performs other duties as directed by the Chief Counsel.

	ALL EMPLOYEES ARE RESPONSIBLE FOR CONTRIBUTING TO AN INCLUSIVE, SAFE, AND SECURE WORK ENVIRONMENT THAT VALUES DIVERSE CULTURES, PERSPECTIVES, AND EXPERIENCES, AND IS FREE FROM DISCRIMINATION.

	ESSENTIAL FUNCTIONS:

	%
	TASK/DUTIES

	35%
	Monitor the overall quality and efficiency of the Division’s work consistent with civil rights laws, state government laws and policies, CRD’s mission, and professional and ethical standards of conduct. Set, implement and evaluate policies and procedures for the Legal Division.

	35%
	Assist the Chief Counsel in planning and organizing the work of attorneys and other members of the Legal Division, which includes providing ongoing training to Legal Division and Enforcement staff and supporting the Legal Division’s Assistant Chief Counsels who directly supervise staff counsel; assist the Chief Counsel in setting and administering management priorities and processes.  

	15%
	Supervise the Legal Division’s General Counsel (Assistant Chief Counsel), who manages the General Counsel Unit with responsibility for providing legal support to the Enforcement Division, advising on legal ethics, and compliance with the Public Records Act and state contracting and personnel requirements.

	10%
	Analyze and recommend course of action in novel issues that arise in litigation and the Department’s investigations.  Travel to offsite meetings and training sessions. 

	MARGINAL FUNCTIONS:

	%
	TASK/DUTIES

	5%
	Other job-related duties as assigned and necessary for operational continuity. Attend staff meetings and trainings and prepare administrative paperwork to meet operational needs.

	DESIRABLE QUALIFICATIONS:

	·  Knowledge of the organization and functions of the California State Government, including the organization and practices of the Legislature and Executive Branch; principles, practices, and trends of public administration, organization, and management, techniques of organizing and motivating groups; program development and evaluation; methods of administrative problem solving; principles and practices of policy formulation and development; personnel management techniques; the department’s or agency’s equal employment opportunity objectives; and a manager’s role in the equal employment opportunity program.
· Ability to plan, organize, and direct the work of multidisciplinary professional and administrative staff; analyze administrative policies, organization, procedures, and practices; integrate the activities of a diverse program to attain common goals; gain the confidence and support of top-level administrators and advise them on a wide range of administrative matters; develop cooperative working relationships with all levels of government, the public, and the Legislative and Executive Branches; analyze complex problems and recommend effective courses of action; prepare and review reports; and effectively contribute to the department’s or agency’s equal employment opportunity objectives.
· Exceptional leadership and organizational skills, knowledge of and experience with civil rights laws, ability to manage conflict and sensitive issues, openness to feedback, ability to manage multiple priorities, ability to use sound judgment, and the ability to work with people, including opposing counsel, in a professional and civil manner.

These knowledge and abilities are expected to be obtained from the following kinds of experience (experience may have been paid or volunteer; in State service; other government settings; or in a private organization):

CEA Level C
Responsible for extensive highly professional influence and contributes to program, policy, and the methods to provide professional services needed to set policies, to meet the mission of the State department and often exercising technical and/or professional skills that are required at this level. 


	TYPICAL WORKING CONDITIONS:

	The demands described here are representative of those that must be met by the incumbent, with or without a reasonable accommodation, to successfully perform the essential functions of the job:
· Requires daily use of a personal computer and related software applications at a workstation
· Requires ability to complete tasks that typically may require making repetitive hand movements in the performance of daily duties, with or without reasonable accommodations and modifications to facilitate such tasks
· Requires prolonged use of a workstation for 6.5 to 7 hours per day
· Requires dependability and excellent attendance records
· Requires occasional travel to attend meetings and trainings

	TELEWORK DESIGNATION:

	This position is designated as telework eligible-hybrid.

	SPECIAL REQUIREMENTS:
	

	Supervision Received: The Deputy Chief Counsel receives general supervision from the Chief Counsel and may receive direction from the Director and Chief Deputy Director.
Supervision Exercised: The Deputy Chief Counsel will supervise one or more Assistant Chief Counsels and Supervisor 2s in the Department’s Legal Division.
Administrative Responsibility: Adheres to all applicable laws, rules, policies, and procedures of the Department, including directives from departmental management personnel on non-legal matters. 
Personal Contacts: The Deputy Chief Counsel has daily contact with the Chief Counsel, Assistant Chief Counsels, Department attorneys, other members of the Legal Division, Departmental management and staff, and occasional contact with complainants, respondents, legal representatives, and the general public.

	The statements contained in this job description reflect general details as necessary to describe the principal functions of this job. It should not be considered an all-inclusive listing of work requirements. The incumbent of this position may perform other duties (commensurate with the classification) as assigned, including work in other functional areas to cover during absences, to equalize peak work periods, or to otherwise balance the workload.

	

	SUPERVISOR STATEMENT: 
I CERTIFY THIS DUTY STATEMENT REPRESENTS AN ACCURATE DESCRIPTION OF THE ESSENTIAL FUNCTIONS OF THIS POSITION. I HAVE DISCUSSED THE DUTIES OF THIS POSITION WITH THE EMPLOYEE AND PROVIDED THE EMPLOYEE WITH A COPY OF THIS DUTY STATEMENT.

	SUPERVISOR NAME (PRINT OR TYPE)
	SUPERVISOR SIGNATURE
	DATE

	
	
	

	EMPLOYEE STATEMENT:
I CERTIFY I HAVE READ, UNDERSTAND, AND CAN PERFORM THE DUTIES OF THIS POSITION EITHER WITH OR WITHOUT REASONABLE ACCOMMODATION. I HAVE DISCUSSED THESE DUTIES WITH MY SUPERVISOR AND HAVE BEEN PROVIDED A COPY OF THIS DUTY STATEMENT.

	EMPLOYEE NAME (PRINT OR TYPE)
	EMPLOYEE SIGNATURE
	DATE
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