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DEPARTMENT OF SAFETY AND PROFESSIONAL SERVICES
DIVISION OF PROFESSIONAL CREDENTIAL PROCESSING
ATTORNEY

Position #326987

POSITION SUMMARY

Working under general supervision, this position is responsible for providing legal services to the Department
of Safety and Professional Services (Department) and attached regulatory board on matters related to
credentialing of professionals regulated by the Department.

GOALS AND WORKER ACTIVITIES:

60%

A Provide Legal Support and Guidance to the Department, Boards, and Division
of Professional Credential Processing.

Al.  Advise boards, councils, committees, and agency staff on credentialing issues including legal
requirements to obtain a credential, and information legally sufficient to establish a credentialing
requirement.

A2. Draft and review a variety of legal documents such as licenses, permits, authorizations,
application denials, letters of intent to deny an application, requests for additional information, orders,
proposed decisions, variances, and various other credentialing documents.

A3. Research legal issues involving credentialing; prepare related memorandum or legal opinion as
requested.

A4.  Inform applicant, Department, and credentialing staff of application case development under
review and update ICE checklist accordingly. Act as liaison to applicant regarding application file.

A5.  Identify, compile, and organize OLAS, electronic and paper application file documents such as
court records, criminal histories, and supporting documents provided by applicants.

A6.  Plan and manage application files. Analyze information to determine legal sufficiency and
necessary follow-up. Request additional information as needed.

A7.  Serve as a Department Deputy Record Custodian for records in the Division of Professional
Credential Processing. Identify, locate and compile licensing records to respond to open records
requests.

A8.  Answer and respond timely to inquiries related to application files.

A9.  Monitor the DSPSCredParalegal Outlook inbox and respond accordingly to customer inquiries.
A10. Assist Credentialing Paralegal as needed including the preparation of board submissions,
presenting information to boards during board meetings, and coordinating presentations and appearances

at board meetings.

All. Assist Board Counsel when needed to provide legal support during board, council and/or
committee meetings.

Al12. Assist Chief Legal Counsel as needed.



20% B. Coordinate and Conduct Conviction Review Process.

B1l. Review application and renewal files for conviction history and request additional information as
needed.

B2.  Request criminal background checks from the Department of Justice (DOJ) for applications that
indicate convictions, arrests, pending charges and alcohol or other drug assessments.

B3.  Retrieve and review FBI reports from DOJ databases. Retrieve and review CCAP records as
necessary.

B4.  Consult with the Division of Legal Services and Compliance staff to coordinate analysis of
conviction review and to avoid overlapping action.

B5.  Review and analyze all conviction review records obtained to determine if records are legally
sufficient to support a denial of a credential. Make recommendations to Chief Legal Counsel, Board
Counsel, and/or Board liaison. Draft a summary memo for Board review when necessary.

B6.  Use delegated authority to determine whether there is a substantial relationship between the
conviction record and credential when possible.

15% C. Represent the Boards in Hearings before Administrative Law Judges concerning

5%

Credential Denials.

C1l. Represent board and/or department in prehearings and hearings, prepare all necessary hearing
documents, research all necessary issues, retain and prepare potential witnesses, present evidence, cross-
examine witnesses, and present arguments. Negotiate settlements such as limited credentials outside of
hearing if possible.

D. Other Duties as Assigned.

KNOWLEDGE, SKILLS AND ABILITIES

1.

e

o Noa

9.
10.
11.

General knowledge of legal principles and their applications, including administrative

law, rules of evidence, and Wisconsin state and federal case law, statutes, and regulations.

Effective legal research and writing skills, including the preparation and evaluation of legal
memorandum, briefs, opinions/orders, and pleadings.

Knowledge of civil procedure.

General understanding of State and Federal governmental organizational structure and

interagency relationships.

Knowledge of open meetings and public records law.

Effective written and verbal communication skills.

Effective and logical organizational skills.

Ability to assemble, analyze and organize facts and to logically, clearly, and concisely present
evidence and other materials in accepted oral and written legal forms.

Ability to establish and maintain effective working relationships with department management, political
officials, regulatory authorities, co-workers, opposing counsel, parties to proceedings, and the public.
Conflict resolution skills.

Ability to prioritize a high volume workload.

Ability to use computers, computer programs and legal databases (e.g., Westlaw, Lexis/Nexis, LOIS,



Microsoft Office Suite, etc.).
12. Ability to act in a professional and courteous manner.

Special Requirement: License to practice law in Wisconsin.



