STATE OF CALIFORNIA « DEPARTMENT OF TRANSPORTATION
POSITION DUTY STATEMENT

PIM-0024 (REV 7/2014) _

CLASSIFIGATION TITLE "' ' OFFICERRANGHISECTION

LEGAL ANALYST 42-LEGAL-LOS ANGELES

WORKING TITLE POSITION NUMBER EFFECTIVE DATE
PARALEGAL - High Spead Rall Authority (AUTHORITY) 701-003-B237-XXX 62015

As a valued member of the Caltrans team, you make I{ possible for the Depariment io provide a safe, sustalnable,
integrated, and efficient transportation system to enhance California’s economy and livability. Caltrans is a performance-
driven, transparent, and accountable organization that values lta people, resources and partners, and meets new
challenges through leadership, innovation and teamwork.

GENERAL STATEMENT:

The Legal Analyst works as an assistant to an attorneys working on the High Speed Rall Authorlty contract Inchuding, but
not imited to, the following areas of law, tort, construction arbitration, employment, eminent domaln, environmental, real

property, contract, and transpoertation, The Legal Analyst may be delsgated difficult and complex paralegal duties which

are analytical in nature.

IYPICAL DUTIES:

Percentage Job Dascription

Essenttal {E¥Margingl (M) ‘

40% E Under the general supervision of an attorney working on the High Speed Rail Authority contract,
shall acespt full responsibllity for the tasks performed, the Legal Analyst {in the areas of civil
fiigation, administrative proceedings and transactional work):

Assists in investigations/rasearch of legal issues, Interviews withesses and gathers documentation,
Researches statutory and case law authority refating to specifle issues, Drafts roughs of varlous
pleadings (complaints, answers, motions, expert disclosures, efc.) and subpoenas for attornay
review. Summarlzes and categorizes deposition transcripts. Coordinates with expstts for
Independent Medical Exams, depositions and trial testimony.

35% E When delegated by the attorney: Assisis in conducting and responding to discovery
(Interrogatories, Production of Documents, Requests for Admissions, Deposition Notices,
subpeenaed documents, etc.), interviews withesses and gathers documentation. Assembles trial
binders and exhibits for proceedings. Creates hardcoples andfor computerized systems for
gathering, tracking and managing litigation information, discovery documents andfor ather
documents usad by the Caltrans Legal Divislon, Asslsts in the presentation of matsrlals outside of
the Caltrans Legai Divislon. Speclat Requirement: Proficient in Migrosoft Office 2013 {Outlook,
Excel and Power Point) and Adobe Pro. Gain proficiency In the organization of the Caltrans
divisions and databases. '

18% E Researches statutory and regulatory authority. Monhors progress of legislation and regutations.

05% E When delegated by the attorney: May assist attorney In trials andfor administrative proceadings.
Attands training and conferances with approval,

05% M Work with management and attorneys on other job related duties as required,
TESSENTIAL FUNCTIONS are the core duties of the positior: that cannot be reassigned.
MARGINAL FUNCTIONS are the minor tasks of the posiiion that can be assigned to others,

SUPERVISION OR GUIDANCE EXERCISED OVER OTHERS
None,

ADA Notice For individuals with sensory disabillties, this do:-:ument. Is available in alternate formals, For Information, call (916} 448-1233,
TTY 711, or write to Regords and Formg Managemsnt, 1120 N Stroet, MS-89, Sacramento, CA 95814,
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KNOWLEDGE, ABILITIES, AND ANALYTICAL REQUIREMENTS

Knowledge of: Baslc legal concepts, terminclogy, principles and procedures; use of tegal reference material; lsgat office
management principlas; and role of a paralegal staff in a legal office; a working knowledge of the California Court systam,
use of legal reference material; legal office management principles; Rules of Civll Procedure; Rutes of Evidence; legal
documents and similar materials. It is also highly desirable that the incumbent hes an overall understanding of Caltrans’
Legal Program’s objectives, and pricritles.

Ability to: Approach a problem by using & logical, systematlc, sequential approach; use technology to simplify and
streamline tasks; learn new technology techniques to enhiance the job; listen fo others and communicates in an effective
manner; ensure that others involved in a project or effort are kept informad about developments and plans; recognize
differences of oplnion, bring them out into the open for discussion, and look for win-win solutions; use appropriate
interpersonal styles and metheds to reduce tension or conflict between fwo or more peoplefgroups; create solutlons to
problems using novel methods and processes; identify and respond to current and future client needs; provide excellent
service to internal and external ¢llents; make critical and timely decisions in difficult or amblguous sltuations; Identify the
information needed to clarify a situation and drawing out the Information when others are reluctant to disclose It;
responsibllity far own work, including problams and Issues; anticipate and prevent breaches in confidentiality and/for
security; notice trends and develops plans tc prepare for opportunities or problems: identify and propose solutions that
benefit all parties involved In a situation; develop, maintain, and strengthen relationships with others inslde or autside of
the organization who can provide information, assistance, and support; function effectively when under pressure and
malintain self-control in the face of hostllity ¢r provecation; communicate ideas, thoughts, and facts in writing,

RESPONSIBILITY FOR DECISIONS AND CONSEQUENCES OF ERROR

Under the supervision of an attorney, routinely prepares and Issues latters and memaoranda and is responsible for these
actions, l.egal issues are discussad with the attorney in charge. All legal documents are sligned by an attorney who is
ultimately responsible for content. Inaccurate information provided In the communicetlon may negatively impact a case
or policy dedision,

PUBLIC AND INTERNAL CONTACTS

The incumbent must consult with all levels of staff in the Legal Divisicn and other administrative programs,; have a wide
variety of contacts with court staff, judges, deparimental staff, private industry, and other governmental agency
representatives; and outside withesses,

PHYSICAL, MENTAL, AND EMOTIONAL REQUIREMENTS

Must be able to work appropriately and effectively under stress, manage complex and varied workload and meet
deadlines. Must also work weli with offica professional and supportt staff, Department staff, general public and
accasionally outside vendors, Ability to work on a keyboard; manual dexterity, sitting for long periods; develop and
maintain cooperative working relationships; ability to foous for Tong periods of time,

WORK ENVIRONMENT

While at their base of operation, employees will work iIn a climate-controlled office under artifictal light. However, dus to
porlodic problems with the heating and alr conditioning, the buliding temperature may fluctuate:

| have read, understand and can perform the duties listed above, (If you belisve you may require reasonable
accommodation, ploase discuss this with your hiring supervisor. I you are unsure whether you require reasonable
accommodation, inform the hiring supervisor who will discuss your concerns with the Reasonable Accommodation
Coordinator,)

EMPLOYEE (Prinl)

EMPLOYEE (Slgnatura} DATE
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| have discussed the duties with, and provided a copy of this duty statement to the employes named above,

SUPERVISOR (Print)

SUPERVISOR (Signature)

DATE




