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Nat ure of Wrk

Under general supervision, at the full-performance | evel, perforns
pr of essi onal | egal work conducti ng quasi -j udici al admi nistrative hearings
and witing formal decisions and recomendati ons on |ess conpl ex cases
ari sing under regulatory responsibility of the agency. Responsible for
insuring that the litigants are afforded substantive and procedural due
process through the proper scheduling of hearings, conducting hearings
based on rules of evidence, controlling the making of a record,
conducting necessary |legal research, and rendering decisions based on
findings of fact and conclusions of law. Wrk is reviewed for accuracy
and conpliance with | egal standards and applicable | aws and regul ati ons.
Perforns related work as required.

Di stingui shing Characteristics
Positions in this class function as independent hearing exani ners
at the full-performance | evel.

Exanpl es of Work

Reviews case file including applications, petitions, exhibits,
nmotions, and other pleadings prior to the hearing; conducts

| egal research on rel evant issues
Enters procedural orders setting matters for hearing, requiring
public notice of hearing, scheduling pre-hearing conference
al l owi ng for discovery, requiring joinder of parties,
requiring filing of prepared testinony, briefs, recomended
findings of facts and concl usions of |aw, stipulations,
i nterrogati ons and depositions, issuing subpoenas,
admi ni stering oaths, and ruling upon pre-hearing notions and
obj ecti ons.

Presi des at pre-hearing conferences to sinplify issues, anmend
pl eadi ngs, distribute prepared testinmony and exhibits, and to
determne the procedure to be followed at the hearing.

Conducts admi nistrative hearings; deternines evidentiary
questions such as adm ssibility, conpetency, relevancy, and
materiality adm nisters oaths, exam nes w tness, governs the
conduct of counsel, and controls the making of record

Drafts formal decision based on findings of fact and conclusions
of law, conducts necessary |legal research; cites findings of
fact and applicable | aw

Confers with other units of the division to obtain expertise on
technical matters. Responds to inquiries fromthe public,
attorneys, courts, and the press, relating to hearings and
| egal issues.

Know edge, Skills and Abilities
Know edge of the principles of West Virginia |law regarding rul es
of evidence, pleadings and due process.
Know edge of |egal research techni ques.
Know edge of the rules of conduct for formal |egal proceedings
and hearings.
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Know edge, Skills and Abilities (cont'd)
Ability to conprehend and apply statutes and judicial and
adm nistrative decisions interpreting such laws and rel ated
rul es and regul ati ons.

Ability to conprehend and apply the constitutional and
adm nistrative |law applicable to the agency and its
pr oceedi ngs.

Ability to preside over formal hearings involving controversial
issues with fairness, authority, and a proper judicial
t emper ament .

Ability to effectively anal yze conpl ex testinony and regul atory
i ssues including substantial quantitative information of a
techni cal and financial nature.

Ability to prepare witten opinions and decisions based on
findings of fact and conclusions of |aw.

Ability to conmunicate effectively, orally and in witing.

Ability to maintain effective working relationships with the
public, court officials, and attorneys.

M ni mum Qual i fications

TRAINING Admission to the West Virginia State Bar.

EXPERI ENCE Two years of full-tine or equivalent part-tinme paid
experience as an attorney including trial experience or as an
exam ner or administrative law judge with an administrative

body, or a judge of a court of record.
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