STATE OF CALIFORNIA « DEPARTMENT OF TRANSPORTATION
POSITION DUTY STATEMENT

PM-0924 (REV 7/2014)

QFFICE/BRANCH/BECTION -

CLASSIFICATION TITLE

LEGAL ANALYST 42-LEGAL-SBACRAMENTO

WORKING TITLE POSITION NUMBER EFFECTIVE DATE
PARALEGAL - High Speed Rall Authority (AUTHORITY)  1701-001-5237-XXX §/2015

As a valued member of the Caltrans team, you make i possible for the Department to provide a safe, sustainable,
integrated, and efficient transportation systemn to enhance Californiz's sconomy and livabllity. Caltrans is a performance-
driven, transparent, and accountable organization that values its people, resources and partners, and meets new
challenges through leadership, innovafion and teamwork.

- GENERAL STATEMENT:

The Legal Analyst works as an asslstant to an attorneys working on the High Speed Rall Authority contract Including, but
not limitad to, the following areas of law, tort, construction arbitration, employment, eminent domain, environmental, real

property, contract, and transportation. The Legal Analyst may be delegated difficult and complex paralegal duties which

are analytical in nature,

TYPICAL DUTIES.

Perceniage
Essentlal {E)Marginal (M)

40% E

3% E

16% E

05% E

05% M

Job Desoription

Under the general supervision of an atterney working on the High Speed Rail Authority contract,
shall accept full rasponsibllity for the fasks performed, the Legal Anaiyst (in the areas of ¢ivil
litigation, adminlstrative proceedings and transactionalwork) .. - - . .

Asslsts in Investigationsiresearch of legal Issues, interviews witnesses and gathers documentation,
Researches statutery and case law authority relating to specific [ssues, Drafts roughs of various
pleadings {complaints, answers, motions, expert disclosures, etc.) and subpognas for attormey
reviow. Summarizes and categarizes deposition transcripts. Coordinates with experts for
Independent Medical Exams, depositions and frial testimony.

When delegated by the attornay: Assists in conducting and rasponding to discovery
{Interrogatorles, Production of Documents, Requests for Admisslons, Deposition Notices,
subpoenaed documants, ete.), interviews witnesses and gathers documentation. Assembles trial
binders and exhibits for proceedings. Creatas hardcoples and/or computerlzed systems for
gathering, tracking and managing litigation information, discovery documents and/or other
documents used by the Calfrans Legal Division, Assists in the presentation of materials outside of
the Caltrans Legal Division. Special Requirement: Proficient in Microsoft Office 2013 (Qutlook,
Excel and Power Point) and Adobe Pro. Gain proficiensy in the organization of the Calirans
divislons and databases.

Researches statutory and regulatory authority. Manitors progress of legistation and regulations.

When delegated by the attorney: May assist attorney in trials andfor administrative proceedings.
Altends training and conferences with approval,

Work with management and attorneys on other job related duties as required.

TESSENTIAL FUNCTIONS are the core dutles of the position that cannot be reassigner.
MARGINAL FUNCTIONS are tho miner lasks of the position that can be assigned o others.

SUPERVISION OR GUIDANCE EXERGISED OVER OTHERS

Nene.

ADA Notice For individuals with sensiory gisabilities, this document ls svallable in alternate formats. For informatlon, call (916) 448-1233,

TTY 711, or wilte 10 Records and Forme Management. 1120 N Streat, MS-80, Sacramento, CA 95814,
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KNOWLEDGE, ABILITIES, AND ANALYTICAL REQUIREMENTS

Knowledge of. Baslc legal concepts, terminolegy, principles and proocedures; use of legal reference material; legal offlce
management principles; and role of a paraiegal staff In a legal offlce; a working knowledge of the California Court system;
use of legal reference material; legal offlve management principles; Rules of Civil Procedure; Rules of Evidencs; legal
documents and similar materials, it is also highly desirable that the Incumbent has an overall understanding of Caltrans’
Legal Program's objecfives, and priorities.

Ability to: Approach a problem by using a logical, systematic, sequential approach; use technology te simplify and
streamline tasks; learn new tachnology techniques to enhance the Job; lister to others and communicatas In an effective
manner; ensure that others Involved in a project or effort are kept informed about developments and plans; recognize
differences of opinion, bring them out into the open for discussion, and look for win-win solutions; use appropriate
intarpersonal styles and methods to reduce tension or conflict between two or more people/groups, create solutions to
problems using novel methods and processes; identify and respend to current and future client needs; provide excellent
service to infernal and external ¢lients; make critical and timely decisions In difficult or ambiguous sltuations; identify the
information needed to clarify a situaticn and drawing out tha Information when others are reluctant to disclose It;
responsibillty for own work, Including proklems and issues; anticipate and prevent breaches in confidentiality and/or
security; notice trends and develops pians to prepare for opportunities or problems; identify and propose solutions that
henefit all pariies involved in a situation; devslop, mainiain, and strenigthen relationships with others inside or outside of
the organization who can provide information, assisiance, and suppert; function effectively when under pressure and
maintain self-control in the face of hostility or provocation; communicate ideas, thoughts, and facts in writing.

RESPONSIBILITY FOR DECISIONS AND CONSEQUENCES CF ERROR

Under the supervision of an attorney, routinely prepares and issues letters and memoranda and is responsible for these
actlons. Legalissues are discussed with the attorney In charge. Al legal documents are signed by an attorney whois
ultimately responsible for content, Inaceurate information provided in the communication may negatively impact a case
or palicy decision.

PUBLIC AND INTERNAL CONTACTS

The incumbent must consult with all leveis of staff in tha Legal Divislor and other administrative programs; have a wide
varlety of contacts with court staff, jJudges, departmental staff, private Ihdustry, and other governmental agency
representatives; and outside witnesses.

PHYSICAL, MENTAL, AND EMOTIONAL REQUIREMENTS

Must be able to work appropriately and effectively under siress, manage complex and varied workload and meet
deadlings, Must also work well with office professional and support staff, Department staff, general public and
occasionally autside vendors, Abillty to work on a keyboard; manual dextertty, sitting for long perlods; develop and
maintaln cooperative working relationships; abllity to focus for long perieds of time.

WORK ENVIRONMENT

While at their base of operation, employees will work in a climate-conirolled office under artificial light. However, due to
perlodic problems with tha heating and air condltioning, the building temperature may fluctuate.

| have read, understand and can perform the duties listed above. (If you believe you may require reasonable
aceommodation, please discuss this with your hiring supervisor. If you are unsure whether you require reasonable
accommodation, inform the hirng supervisor who will discuse your concerns with the Reasonable Accommodation
Coordinator.} ‘

EMPLOYEE (Print)

EMPLOYEE (Signature) DATE
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| have discussed the duties with, and provided a copy of this duty statement lo the employee named above.

SUPERVISOR {Print)

SUPERVISOR (Signature) DATE




