
Occupational Group:  Legal
Class Group:  Attorney
	Class Code
	Class Title
	Occupational Role
	Pay Plan
	Pay Grade

	
	Administrative Law Judge 
	Professional
	Current
	


CONCEPT:

Conducts quasi-judicial hearings to decide or recommend decisions on claims and prepare decisions based on analyzing the evidence.  Determines penalties; the existence and the amount of liability; and recommends the acceptance or rejection of claims, or compromise settlements. Cases typically involve multiple legal issues, and parties in the cases are more likely to be represented by counsel.
TASKS: 
· Acts as a presiding officer at contested case administrative hearings.
· Conducts hearings to review and decide claims.

· Determines existence and amount of liability, according to current laws, administrative and judicial precedents, and available evidence.

· Confers with individuals or organizations involved in cases in order to obtain relevant information.

· Authorizes payment of valid claims and determine method of payment.

· Explains to claimants how they can appeal rulings that go against them.

· Issues subpoenas and administer oaths in preparation of formal hearings.

· Monitors and directs the activities of trials and hearings to ensure that they are conducted fairly and that courts administer justice while safeguarding the legal rights of all involved parties.

· Prepares written opinions, decisions, and orders.

· Recommends the acceptance of rejection of claims or compromise settlements according to laws, regulations, policies, and precedent decisions.

· Researches and analyzes laws, statutes, regulations, policies and precedent decisions to prepare for hearings and to determine conclusions.

· Reviews and evaluates data on documents such as claim applications, birth or death certificates, and physician or employer records.

· Rules on exceptions, motions, and admissibility of evidence.

· Meets with advisory committee to discuss proposed legislation, drafts proposed legislation and appears before legislative committees as required, drafts and edits agency regulations and law handbooks.

· Assists in formulating rules and regulations.

LEVELS OF WORK: 
· Class Group consists of one class.
MINIMUM REQUIREMENTS
· Certificate of admission to the Bar of the Supreme Court of Kansas or temporary permit to practice law issued by the Supreme Court of Kansas and three years of experience in a licensed law practice.
· Some positions may require additional minimum requirements that will be specified on the position description.
CONTRIBUTOR LEVELS:

Contributor levels are a range of work within a class that allows for a progressive increase of responsibility and employee competency.  Progression through a contributor level is dependent upon management discretion, the availability of funds, increase of responsibilities, and the employee’s acquisition of competencies and job performance.  Specific career plans are designed for employees by their agency that are tailored to the organization and mission of each activity using the below framework and the established pay plan for the class.
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	· Employees under the direction and immediate supervision of senior administrative law judge uses their legal education or experience to independently perform their work and determine the most appropriate course of action under general supervision.
· Employees have basic understanding of agency operations and service provided.

· Employees generally support the work of other attorneys as they learn an agency’s laws, regulations and procedures.
Performance Range for Core Competencies:

·  Job Responsibilities – Learner to Experienced Knowledge


	· Employees have full knowledge of assigned area to perform a wide range of legal and administrative hearing work assignments. 
· Employees independently perform assignments by following specific guidelines and direction.  Supervisor gives instruction on new assignments and reviews more difficult work.
· Employees have full understanding of agency’s operations and services that are provided.

Performance Range for Core Competencies:

·  Job Responsibilities –  Experienced Knowledge to Expert Knowledge


	· Employees have extensive knowledge of assigned area to perform full range of assignments and is able to implement changes to work assignment, and requires less consultation with superiors.
· Employees are able to manage and respond to complex, problematic and/or crucial situations.
Performance Range for Core Competencies:

·  Job Responsibilities – Expert Knowledge to Transferring Knowledge
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