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DI RECTCR,
EDUCATI ON AND STATE EMPLOYEES GRI EVANCE BQOARD

Nat ure of Work: Under administrative direction, perforns
advanced adm ni strative |legal work in managing and directing the
operation of the Education and State Enpl oyees Gievance Board.
Directs a staff of admnistrative |aw judges conducti ng quasi -
judicial adm nistrative hearings arising under the appellate
responsi bility of the agency. The incunbent is also responsible
for setting goals and devel opi ng plans for the agency;
determ ni ng budgetary and ot her resource needs; consulting with
the Gievance Board on proposed | egislation and procedural rules,
prepari ng necessary reports; and conducting research on major
| egal issues relating to the grievance procedure. The incunbent
al so conducts adm nistrative hearings as a hearing exam ner.
Perforns related work as required.

Exanpl es of Work

Det erm nes agency goal s and devel ops plans to neet objectives.

Det er mi nes budgetary and ot her resources needs; oversees the
preparation of the agency budget request; oversees the
execution of the budget for the fiscal year.

Assi gns cases to hearing exam ners according to nature,
difficulty, and geographic |ocation.

Consults with the Gievance Board in relation to proposed
| egi sl ation and | egislative rules.

Oversees the conpilation of statistics on decisions of the
Gi evance Board and conducts various studies relating to
the activities of the Board.

Conducts research on major |legal issues relating to the
gri evance procedure.

Oversees personnel and admi nistrative matters of the agency.

Addresses state and | ocal organi zations and participates in
sem nars on education and state enpl oynent | aw

Know edge, Skills and Abilities

Know edge of the principles of West Virginia | aw regardi ng
rul es of evidence, pleadings.

Know edge of the statutes, judicial and adm nistrative
decisions interpreting such law and rel ated rul es and
regul ati ons.

Know edge of the rules of conduct for formal |egal proceedings
and heari ngs.

Know edge of |egal research techniques.

Ability to supervise the work of adm nistrative | aw judges.

Ability to review witten decisions of |aw judges as to proper
findings of fact and concl usions of | aw

Ability to effectively anal yze conpl ex testinony and
regul atory issues including substantial quantitative
information of a technical and financial nature.

Ability to communicate effectively, orally and in witing.
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DI RECTCR,
EDUCATI ON AND STATE EMPLOYEES GRI EVANCE BOARD ( CONT' D)

Know edge, Skills and Abilities (cont'd)
Ability to maintain effective working relationships with the
public, corporate officials, court officials and attorneys.

M ni mum Qual i fications

Training: Gaduation froman accredited | aw school

Experience: Six years of full-tinme or equivalent part-tinme
pai d professional |egal work as an attorney with tri al
experience, two years of which must have included
responsi bility for the supervision of other attorneys or as
a judge of a court of record OR four years of experience
as an attorney, exam ner or admnistrative |law judge with
an appellate or regulatory body or in the preparation and
presentation of cases at formal hearings before an
appel l ate or regul atory body.

Special Requirenent: Admssion to the West Virginia State
Bar .

Est abl i shed: 9/ 19/ 90
Ef fecti ve: 10/ 16/ 90



