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                   Administrative Office 400 McAllister Street, Room 205, San Francisco, CA  94102-4514
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EMPLOYMENT OPPORTUNITY
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COURT STAFF ATTORNEY I/II 

BILINGUAL ENGLISH/SPANISH 

(ACCESS Program)

The Judges of the Superior Court of California, County of San Francisco, invite applications from licensed attorneys, to serve as a full time staff attorney for ACCESS, a court-based self-help center.  This position requires the regular and routine ability to communicate orally and in writing with Spanish speaking clients.  As a result, the position requires a person with bilingual skills in English and Spanish. 

COMPENSATION:
Court Staff Attorney II: $86,652 - $90,985 - $95,552 - $100,328 - $105,340 annually 

Court Staff Attorney I: $71,305 - $74,855 - $78,613 - $82,528 - $86,652 annually

FINAL FILING DATE:
5:00 p.m., THURSDAY, JULY 21, 2005  

THE POSITION:

ACCESS (Assisting Court Customers with Educational and Self-Help Services) exists to provide assistance to pro per litigants with civil harassment restraining orders, small claims, unlawful detainers, name changes, gender changes, guardianships, and civil and probate cases generally.   Areas of service also include assistance with general court procedures, researching the law, translation and interpretation, community outreach and education.  

An employee serving in this position assists pro per litigants with completion of forms and other pleadings, procedural instructions and referrals to other court-based services, the Bar Association of San Francisco, legal services providers, and other community agencies; delivers services through individual legal assistance, email, workshops, classes and clinics; provides legal assistance in completing forms and pleadings; provides educational materials to customers concerning the law and procedures relevant to their case; leads workshops and classes at the court and community centers; confers with other legal service providers to determine how to best provide services; drafts stipulations to include issues agreed to by the parties; prepares formal orders consistent with the court's announced order; and assists the Director in daily operations of the office, including directing and training volunteers, interns and other staff.
MINIMUM QUALIFICATION:

Current membership in the State Bar of California or must be achieved within six (6) months of employment. 

In addition to the minimum qualification stated above, the following qualifications are desirable:
A working knowledge of small claims, landlord/tenant, civil harassment, probate and family law; and
Oral and written skills in Spanish in addition to English; and

Experience working with self-represented litigants form diverse socioeconomic and cultural backgrounds; and

Knowledge of:

· Principles of Civil procedure.

· California codes and statutes applicable to civil cases.

· Judicial procedures and the rules of evidence.

· Legal research methods.

· Interviewing techniques.
· Computers and software used in professional legal work.

Ability to:

· Perform professional legal and legal research work.

· Analyze facts and apply legal precedents and principles to assigned legal review and research work.

· Communicate effectively both orally and in writing.

· Prepare and present reports.

· Operate a computer and use appropriate software in the performance of professional legal work.

· Effectively represent the Superior Court of California, County of San Francisco with the public, petitioners, law enforcement agencies, and other government jurisdictions.
· Maintain confidential information when required by legal or ethical standards.  
· Establish and maintain cooperative working relationships.

Special Requirements:
Current membership in the State Bar of California must be achieved within six (6) months of employment in this class.   If this is not accomplished, an incumbent will be terminated from employment in this job classification.

An incumbent may be required to pass a criminal history background check.  Information discovered through such a background check may become grounds for dismissal from employment.
HOW TO APPLY:
Interested applicants must submit:

· A complete application specific to this particular job announcement (as provided); and
· A resume; and 
· A two-page statement of qualifications, explaining why the applicant is interested in the position and why the applicant is qualified to perform the duties described herein.  This one page statement should succinctly describe the relative education and experience that is applicable to this position.  

The application, resume and statement of qualifications must be sent or delivered to the Personnel Office, 400 McAllister Street, Room 205, San Francisco, CA 94102.
Applications and attachments must be received by 5:00 p.m. on the final filing date, by personal delivery or U. S. Mail.  Applications will not be accepted by FAX or any other electronic filing system.  It is the responsibility of the applicant to insure that his/her resume is received by this office by the final filing time and date.  Applications received after that date, regardless of when they were mailed or sent will not be accepted.

SELECTION PROCESS:

Initial Screening: Applications, resumes and statements of qualifications received before the deadline will be evaluated to determine if the candidate meets the qualifications, as previously stated.  The Court will further evaluate applications, resumes, and statements of qualifications and may select for interview only those candidates it deems may best meet the needs of the Court. Not all applicants will receive an oral interview.  It is therefore important to realize that the preparation of the application, the resume and the statement of qualifications are very important to the selection process. Applicants should review the material in this announcement very carefully before preparing the application and the one page statement of qualifications.

Oral Interview:  After screening, if needed, selected candidates may be interviewed to determine their relative knowledge, abilities, and skill levels in job related areas.  A language test may be administered to verify bilingual skills.  It is anticipated that interviews will be scheduled in August 2005.  Selection as outlined herein will be in accordance with Superior Court Personnel Rule 9 which means that this process will be used to fill the existing vacant positions only and an eligible list will not be established for use for future vacancies.  Should other vacancies occur in the future, a separate selection process may be used.
APPOINTMENT INFORMATION:

Appointment to this position is to employment with the Superior Court of California, County of San Francisco. All positions with the Court are exempt from the civil service system of the City and County of San Francisco.  Employment is subject to security clearance. Any false statement or omission of material fact may cause forfeiture of employment. Information presented on employment applications, resumes and attachments and during the selection process is subject to verification.  Employees are prohibited from engaging in activities, which conflict with the interests of the Superior Court of California, County of San Francisco. 

At the time of appointment to a position, all persons must possess a valid Social Security number.  Employees in some classifications may be required to join an employee organization or pay an employee organization fee.  Immigration laws require that all employees hired after November 6, 1986 must provide proof of work eligibility.  At the time of employment, applicants will be required to submit originals of documents which verify both citizenship status or legal alien status as well as identity, such as a social security card and driver's license, a green card and a driver's license, or a valid passport.

SALARIES AND BENEFITS

Appointment will be at the Court Staff Attorney II level if and when the incumbent chosen possesses two (2) years of professional legal experience as a member of the State Bar.  Appointments are generally made at the first step of the range indicated on this announcement with advancement to the second step of the salary range upon satisfactory completion of twelve months of employment.  For promotional appointments, current salary rates are considered per existing labor agreement or salary authorization language.  Subsequent increases up to the top step of the salary range will occur annually upon receipt of a satisfactory performance rating or as otherwise dictated by established pay provisions.  All salaries are subject to payroll deductions.

Employees may choose from a variety of health and dental insurance plans, will be enrolled in a contributory retirement plan, will be eligible for paid vacation sick leave and holiday pay in accordance with the Court’s benefit provisions, and will be eligible for a deferred compensation savings program.

FINAL FILING DATE: THURSDAY, JULY 21, 2005

THE SUPERIOR COURT OF CALIFORNIA, COUNTY OF SAN FRANCISCO IS AN EQUAL OPPORTUNITY EMPLOYER.  APPLICANTS SHALL NOT BE FAVORED OR DISCRIMINATED AGAINST BECAUSE OF RACE, RELIGION, SEX, NATIONAL ORIGIN, ETHNICITY, AGE, PHYSICAL HANDICAP, POLITICAL AFFILIATION, SEXUAL ORIENTATION, ANCESTRY, MARITAL STATUS, COLOR, MEDICAL CONDITION, OR OTHER NON-MERIT FACTOR.

REASONABLE ACCOMMODATION MAY BE MADE SO THAT HANDICAPPED APPLICANTS CAN PARTICIPATE IN THE SELECTION PROCESS. QUALIFIED CANDIDATES WITH DISABILITIES REQUIRING REASONABLE ACCOMMODATION FOR THIS EXAMINATION MAY CONTACT THE PERSONNEL OFFICE OF THE COURT IN WRITING AT THE 400 MCALLISTER STREET, ROOM 205, SAN FRANCISCO, CA  94102, SPECIFYING THE EXAMINATION TITLE AND THE NATURE OF THE ACCOMMODATION BEING REQUESTED.


For further explanation concerning any of the above information, contact

the Personnel Office of the California Superior Court, County of San Francisco

(415) 551-5936

Additional copies of this announcement and the applicable application are available at

In Room 205 at the Civic Center Courthouse
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(   Qualified

(   Hold – must submit:

      _________________________

By: _________________________

(  Rejected for:

   (  Experience
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(  Late Filing
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(  Other:

_______________________________
	SUPERIOR COURT OF CALIFORNIA
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EMPLOYMENT APPLICATION


	Date Received





ANSWER ALL QUESTIONS - TYPE OR PRINT IN INK SUBMIT ONE ORIGINAL AND ONE COPY

	Position I am applying for:  COURT STAFF ATTORNEY I/II                     FILE BY THURSDAY, JULY 21, 2005

	Last Name
	First Name
	Middle Initial



	Street Address



Apt. No.
	Home Telephone Number

(             )                  -

	City


	State
	Zip Code
	Work Telephone Number

(             )                  -


	x
	
	x
	
	x
	-
	
	
	
	-
	
	
	
	
	
	
	


                                   Last Six Digits of the Social Security Number
Other surname(s) I have used:                          
You may   may not   contact my present employer.                        _________________________________

I am currently employed by the San Francisco Superior Court or by the City and County of San Francisco: 
(Yes
( No

If yes, Class Number and Title: _____________________________________ Unit or Division/Section:  _______________________


I have a Driver License  No    Yes—If yes, Number: _____________________Class: _______________State: __________ Expiration: _________

	Have you, as an adult, ever been convicted of a crime, fined, (excluding parking citations and minor traffic offenses) placed on probation or given a suspended sentence, in any court of law or military court?  (Do not include juvenile offenses if the record has subsequently been sealed by court order.)
 Yes     No           

(Please note: A conviction is not an automatic bar to employment.  Each case is considered on its individual merits.)

	Date of Conviction
	Location of Conviction
	Describe Nature of Offense
	

	
	
	
	

	
	
	
	

	

	EDUCATION:

	Check appropriate box if you possess one of the following:

	 High School Diploma G.E.D. Certificate
 California High School Proficiency Certificate 

Give highest grade or educational level achieved:

	college business schools & special training

name & location
	dates

attended
	course of study/major
	degree awarded
	units completed
	type degree certificate
	date degree requirements completed

	
	
	
	yes
	no
	sem.
	qrtr.
	
	

	a)
	
	
	
	
	
	
	
	

	b)
	
	
	
	
	
	
	
	

	c) 
	
	
	
	
	
	
	
	


CERTIFICATION OF APPLICANT: (READ CAREFULLY) I hereby certify that all statements made in this application are true and complete to the best of my knowledge. I understand that any false, incomplete, or incorrect statement, regardless of when it is discovered, may result in my disqualification or dismissal from employment with the Superior Court of California, County of San Francisco.   I hereby authorize all my employers and schools (unless otherwise noted on Page One) to release any and all information concerning me, including information of a confidential or privileged nature.  I HEREBY RELEASE ANY AND ALL EMPLOYERS AND THE SUPERIOR COURT OF CALIFORNIA, COUNTY OF SAN FRANCISCO, FROM ANY LIABILITY OR DAMAGE, WHICH MAY RESULT FROM FURNISHING THE INFORMATION REQUESTED.

	DATE:
	
	
	SIGNATURE OF APPLICANT:
	


OPTIONAL PAGE

COURT STAFF ATTORNEY I/II 

BILINGUAL ENGLISH/SPANISH 

(ACCESS Program)

Final Filing Date: July 21, 2005
      Name:  

            (Last)

               (First)               
                      (M.I.)                                          

This information is voluntary and will not be used for employment decisions.  Code:  Circle the number that applies to you:  

[Circle one (1) category only.]

1.
White (not of Hispanic origin) - Persons having origins in any of the original peoples of Europe, North Africa, or the Middle East

2.
Black (not of Hispanic origin) - Persons having origins in any of the Black racial groups of Africa.

3.
Hispanic - persons of Mexican, Puerto Rican, Cuban, Central or South American or other Spanish culture or origin, regardless of race.

4.
Asian or Pacific Islander (except Filipino) - Persons having origins in any of the original peoples of the Far East, Southeast Asia, the Indian Subcontinent, or the Pacific Islands.  This area includes, for example, China, Japan, Korea and Samoa.

5.
Filipino - Persons having origins in any of the original peoples of the Philippine Islands.

6.
American Indian or Alaskan Native - Persons having origins in any of the original peoples of North America who maintain cultural identification through tribal affiliations or community recognition.

7.
Other


GENDER:  Check One:   Male   Female
                                     SCCCSF App(06/05)
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