PUEBLO OF LAGUNA
JOB ANNOUNCEMENT NO. 2014-100B

TEMPORARY HIRE
OPEN TO IN-HOUSE AND EXTERNAL APPLICANTS

POSITION: Prosecutor (SAUSA)
OPENING DATE: February 2, 2015
CLOSING DATE: Open Until Filled
DEPARTMENT: SAUSA

SALARY RANGE: E-18; $60,710 - $91,066

Position Summary:
Reduces violence against Native American women through prosecution, enhanced investigative training and prosecutorial
coordination. Prosecutes cases concerning domestic violence, dating violence, sexual assault and stalking. This position
is subject to the terms and conditions of the Cooperative Agreement between the Department of Justice and the Pueblo of
Laguna. Maintains confidentiality of all privileged information.

This list of duties and responsibilities is illustrative only of the tasks performed by this position and is not all-
inclusive.

Essential Duties & Responsibilities:

e Prosecutes cases concerning domestic violence, dating violence, sexual assault and stalking.

Utilizes a plea bargaining process that will protect the interests of both the Pueblo and the victims of crime.

Ensures a balanced criminal justice system.

Receives, reviews, and assesses complaints to determine whether formal criminal proceedings should be initiated.

Assists law enforcement in obtaining search warrants, arrest warrants, and subpoenas.

Interviews clients, gathers evidence, and analyzes pertinent information in civil, criminal, and other cases to formulate

and prepare for legal action.

e Conducts research, interviews clients and witnesses, and handles other details in preparation for trial.

e Prepares witnesses for depositions and trial.

Prepares pleadings, motions, legal briefs, orders, and appellate documents; develops strategy, arguments and

testimony in preparation for presentation of case.

Confers with colleagues to establish and verify basis for legal proceedings.

Maintains all appropriate documentation as required.

Develops and maintains relationships with external agencies and individuals as needed.

Achieves financial objectives by preparing the annual budget and proposal, inclusive of operational plans and

objectives, manages outside funding requirements; recommends staffing and expenditures.

Conducts required program evaluation and assessments.

e Maintains professional and technical knowledge by conducting research; reviewing case histories and rulings;
attending workshops, conferences and seminars; establishing networks; conferring with representatives of contracting
agencies and related organizations.

e Contributes to a team effort and accomplishes related results as required.

e Abides by all terms and conditions of the Cooperative Agreement between the Department of Justice and the Pueblo
of Laguna.

Minimum Qualifications:

Juris Doctorate from an accredited law school plus five years progressively responsible experience in the practice
of criminal law (prosecution or defense). Member of the State Bar of New Mexico. Must be able to successfully
pass a pre-employment drug/alcohol screen, physical examination, and background investigation.
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Background Investigation Requirements:

Type of Background Check Required
Pre-Employment Drug Screening X
Background Investigation (Criminal Check, Sex Offender Check, Social Security X

Trace, Driving Record, Civil Court Check — if applicable, Tribal Criminal Check — if
applicable)

Employment Verification, Education / License Verification, Personal Reference X
Verification

Fingerprint Verification X
Must Be Able to Drive a Pueblo Issued Vehicle X
Other:

e Must be a US Citizen or National
e Credit Check required
e Registered for Selective Service

Knowledge, Abilities, Skills, and Certifications:

Knowledge of traditional form of government and pueblo customs and traditions.

Knowledge of the functions and structure of the Pueblo of Laguna.

Knowledge of applicable federal, state, county and local laws, regulations, and requirements, including
criminal law and procedures; criminal child abuse and domestic violence; Indian law; the Indian Child Welfare
Act; the Indian Civil Rights Act; the Victim of Crimes Act.

Knowledge of business English, proper spelling, grammar, and punctuation, and basic arithmetic.

Ability to communicate effectively in the English language, both verbally and in writing.

Ability to interact and maintain good working relationships with individuals of varying social and cultural
backgrounds.

Ability to work independently and meet strict time lines.

Ability to demonstrate moral character, lack of prejudice and desire to help when dealing with people.
Ability to analyze situations and adopt appropriate courses of action.

Ability to prepare accurate, complete and legible reports and present detailed, accurate and objective oral
presentations response to questions.

Ability to interpret applicable federal/state/county/local laws/regulations/requirements.

Skill in working effectively under pressure.

Skill in operating various word-processing/spreadsheets/database software programs.

Application Instructions:

o (Go to www.lagunapueblo-nsn.gov and click on Employment Opportunities for application instructions and
application form. Read instructions prior to completing application form; incomplete applications will not
be considered. Resumes are encouraged but not in lieu of a complete application form.

¢ All hand delivered documents must be received by the Human Resources Office no later than 4:30 pm (MDT) on
the closing date. All electronically mailed documents must be received by the Human Resources Office no later
than 11:59pm (MDT) on the closing date.

o  Application packets may be submitted by one of the following methods:

1. E-mail to POLemployment@lagunapueblo-nsn.gov;

2. Mail to Pueblo of Laguna Human Resources; P.O. Box 194; Laguna, NM 87026
3. Deliver to the Human Resources Office, 22 Capital Drive; Laguna, NM

4, Fax to (505) 552-9675

e For more information, contact Karen Chino, at (505) 552-5778 or by e-mail at the above address.
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