DEPARTMENT OF JUSTICE PUBLIC RIGHTS DIVISION
CIVIL RIGHTS ENFORCEMENT SECTION DUTY STATEMENT


NAME: 

[bookmark: _GoBack]JOB TITLE: Graduate Legal Assistant (Attorney General’s Honors Program)

STATEMENT OF DUTIES:  The Graduate Legal Assistant assists with legal research and other work in preparing legal matters in the Civil Rights Enforcement Section of the Public Rights Division section.  Graduate Legal Assistants in the section execute their duties for the Attorney General and for client agencies, including, but not limited to, the Department of Fair Employment and Housing, the Native American Heritage Commission, and the Commission on the Status of Women. The Graduate Legal Assistant will work alongside attorneys on matters regarding civil rights issues in California across a wide variety of civil rights subject matter areas including but not limited to civil rights provisions of the California and United States Constitutions, California’s Unruh Civil Rights Act, Fair Employment and Housing Act, Ralph Act, and others, voting rights, immigrants’ rights, reproductive rights, state and federal disability rights, fair housing laws, healthcare access laws, worker protection laws, and laws, regulations, and best practices in the area of children’s rights, healthcare access rights, constitutional policing.  

SUPERVISION RECEIVED: Under the general supervision of the Senior Assistant Attorney General and/or immediate supervision of a Supervising Deputy Attorney General.

SUPERVISION EXERCISED: None.

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. May be required to lift up to 25 pounds in weight.  May be required to travel within the state or out of state.

TYPICAL WORKING CONDITIONS: Enclosed windowed office or interior office in a smoke-free environment.

ESSENTIAL FUNCTIONS:

50%	Performs legal and other research.  Performs a variety of the less difficult, complex, and sensitive litigation-related functions on behalf of client agencies.

45%	Assists with preparation of a variety of legal documents.  Assists with reviewing documents and preparing discovery, including assisting Deputy Attorneys General with preparation for witness interviews and depositions.  
MARGINAL FUNCTIONS:

5%	Prepares correspondence on cases.
	
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. 



___________________________________                         ________________________________Employee’s Signature                           Date                         Supervisor’s Signature                   Date


	
	
	
	
	



