- STATE OF CALIFORNIA » DEPARTMENT OF TRANSPORTATICN

POSITION DUTY STATEMENT

PM-0824 (REV 712014)

CLASSIFICATION THLE " |OFFICE/BRANGHBECTION

LEGAL ANALYST 42-L EGAL-BAY AREA

WORKING TITLE BPOSITION NUMBER EFFEGTIVE DATE
PARALEGAL - High Speed Rall Authority (AUTHORITY]  {701-002-5237-XXX 62015

As a valusd member of the Caltrans team, you make it possible for the Department to provide a safe, sustainakle,
integrated, and efficient transportation system to enhance California’s economy and livability. Caltrans Is a performance-
driven, transparent, and accountable organization that values its people, resources and partners, and meels new
challenges through leadership, Inncvation and teamworlk,

GENERAL STATEMENT:

The Legal Analyst works as an assistant to an attorneys working on the High Speed Rail Authorlty contract including, but
not limited to, the following areas of law, fort, consiruction arbitration, employment, eminent domain, environmental, real

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

are analytical in nature,

TYPICAL DUTIES:

Percentage Job Descrption

Essential (EyMarginal (M)1

0% E Under the general supervision of an attorney working en the High Speed Rail Authority contract,
shall agoept full respensibliity for the tesks performed, the Legal Analyst (in the areas of clvil
litigation, adminlstrative proceedings and transactional work):

Asslsts in investigations/research of legal issues, Interviews witnesses and gathers documentation,
Researches statutory and cases law authority relating to specific issues. Drafts roughs of various
pleadings (complaints, answers, motlons, expert disclosures, etc.) and subposnas for attorney
review, Summarizes and categorizes deposition transcripis. Coordinates with experts for
Independent Medical Exams, depositions and trlal testimony.

a5% E When delagated by the attorney: Assists in conducting and responding to discovery
{Interrogatories, Production of Documents, Requests for Admisslons, Deposition Notlees,
subpoenaed documents, efc.}, Interviews withesses and gathers documaentation, Assembles trisl
binders and exhibits for proceedings, Creates hardcoples and/or computerized systams for
gathering, tracking and managing litigation infarmatior, discovery documents and/or other
documents uged by the Caltrans Legal Divigion. Assists in the presentation of materials outside of
the Caltrans Legal Divislor, Speclat Requirement: Proficient In Micrasoft Offics 2013 (Qutiook,
Excel and FPower Point) and Adobe Pro. Galn proficlency in the organization of the Caltrans
divisions and databases.

15% E - Researches statutory and regulatory authority. Monitors progress of legislation and regulations.

05% E When deiegated by the attorney. May assist attorney in trials and/or administrative proceedings.
Attends training and conferences with approval.

08% M Work with managament and attarrieys on other job related dufles as required.

TESSENTIAL FUNCTIONS are the core duligs of the posliion that cannel be reassignad,
MARGINAL FUNCTIONS are the minor tasks of the pasilion that can be asslgned 1o others.

SUPERVISION OR GUIDANCE EXERCISED OVER OTHERS
None.

ADA Notlce For Individuals with sensory disebiilties, thls documant Is avallable In alternate formats, For Informellon, eall (918) 446-1233,
TTY 711, or write to Records and Forms Management, 1120 N Sirgel, M3-85, Sacramento, CA 95814,
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KNOWLEDGE, ABILITIES, AND ANALYTICAL REQUIREMENTS

Knowladge of: Basic legal cencepts, terminclogy, principles and procedures; use of legal reference material; lagal offlce
management principles; and role of a paralegal staff in a legal office; a working knowledge of the Californla Court system;
use of legal reference material; lsgal office management principles; Rules of Clvil Frocedure; Rules of Evidence; legal
documents and similar materials, Itis also highly desirable that the Ingumbent has an overall understanding of Caltrans'
L.egal Program's objectives, and prioritlas,

Abillty to: Approach a praeblem by using a logical, systematic, sequentlal approach; use technology to simplify and
streamline tasks; learn new tachnology technigues to enhance the job; llsten to others and communicates in an effective
manner; ensure that others involved {n a project or effort are kepi informed about developments and plans; recognize
differences of opinion, bring them out into the opan for discussian, and ook for win-win solutions; use appropriate
interpersonal styles and methods o reduce tension or conflict between two or more people/groups; create solutlons to
problems using novel methods and processes; [dentify and respond to current and future client needs; provide excslient
service to irternal and external clients; make critical and timely decislons in difficult or ambiguous situations; identify the
information needed to clarlfy a situation and drawing out the Information when others are reluctant to disclose it;
responsibility for own work, including proklems and Issues; anticlpate and prevent braaches in confidentiality and/er
security; notice trends and develops plans to prapare for opportunities or problems; identify and proposse solutlons that
benefit all parties Involved in a situation; develop, maintain, and strengthen relationships with others Inside or outside of
the organization who can provide information, assistance, and support; function effectively when under pressure and
maintain self-gontrol in the face of hostility or provocation; communicate ideas, thoughts, and facts In writing.

RESPONSIBILITY FOR DECISIONS AND CONSEQUENCES OF ERROR

Under the supervision of an attorney, rautinaly prepares and issuss lstters and memoranda and is responsible for these
actions. Legal Issues are discussed with the attorney In charge. Al legal documents are signed by an aftorney who is
ullimately responsible for content, Inaccurate Information provided in the communication may negatively impact a case
oi policy decislon.

PUBLIC AND INTERNAL CONTACTS

The Incumbent must consult with ail levels of staff In the Legal Division and other administrative programs; have a wide
variety of contacts with court staff, judges, departmental staff, private Industry, and other governmental agency
reprasentatives; and ouiside withesses,

PHYSICAL, MENTAL, AND EMOTIONAL REQUIREMENTS

Must be able to work appropriately and effectively under stress, manage complex and varted workload and meet
deadlines, Must also work well with office professional and support staff, Department staff, general public and
occasionally outside vendors, Ability to work on a keyboeard, manual dexterity; slitting for long periods; develop and
maintain cooperative working relationships; abllity to focus for fong periods of time.

WORK ENVIRONMENT :

While at thelr base of operation, emplovees wili work in a ¢limate-controlled office under artificial light. However, dug to
pericdic problems with the heating and air cenditioning, the building temperature may fluctuate.

| have read, understand and can perform the duties listed above. (If you believe you may require raasonable
accommodation, please discuss this wih your hiring supervisor.  If you are unsure whether you require reasonablas
accommodation, Inform the hiring supervisor who will discuss your concerns with the Reasonable Accommodation
Coordinator.)

EMPLOYEE {Print}

EMPLCYEE (Signajure) DATE
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| have discussed the duties with, and provided a copy of this duty statement {0 the employee named above.

SUPERVISOR {Print)

SUPERVISOR {Signature)

DATE




