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CIVIL SERVICE COMMISSION

CONTRACT HEARING OFFICER 

Summary of Contract Requirements

GENERAL STATEMENT OF DUTIES AND RESPONSIBILITIES

A Civil Service Hearing Officer is responsible for ensuring due process by performing quasi-judicial duties presiding over the full range of administrative law hearings to settle appeals of disciplinary matters. A Hearing Officer in this capacity will evaluate the relevance and importance of disputes brought by employees of the Denver Police and Denver Fire Departments, and renders a decision in accordance with the Denver City Charter and Civil Service Commission rules. Therefore, the role of the hearing officer is to conduct hearings, evaluates evidence and issue binding decisions concerning disciplinary appeal matters. 

 ESSENTIAL DUTIES

· Hears and evaluates testimony and evidence de novo to determine case facts,  maintains order and decorum, disposes of objections expressed, permits questioning and cross-examination of witnesses and ensures due process.

· Manages pre-hearing conferences to control the docket, evaluate proposed evidence, consider expert witness testimony, determine issues, and rule on preliminary motions.

· Examines case records and official files and ensures that all documents and exhibits are fully documented in the record.

· Conducts legal research to fully address all legal arguments.

· May meet with municipal officials, appellants or their representatives to explain rights and obligations and discuss hearing rules and procedures.

· Writes timely decisions which are binding on all parties.

· Submits written findings and decisions to the Civil Service Commission.

· May assist with conducting orientations for hearing officers, administering portions of the disciplinary and disqualification review process, and/or drafting and revising procedural rules.

· Performs professional level of work as an independent contractor.

Note: Any one position may not include all of the duties listed. 

MINIMUM QUALIFICATIONS: Competencies, Knowledge & Skills:

· Licensed to practice law, however the license need not be currently active, but has not been suspended or revoked pursuant to a disciplinary order by a court of competent jurisdiction at the time of application; and 

· Meets at least one of the four following qualifications related to experience:

1) Functioned as a hearing officer or arbitrator in employer-employee disputes for at least three years of the past five years, and conducted at least nine hearings in the last three years; or

2) Has a minimum five years experience in the full-time, active practice of law, including two years of experience practicing before federal or state courts, or federal, state or local administrative agencies authorized to conduct evidentiary hearings. Also certifies that at least one-fourth of practice has involved employer-employee disputes in a least one of the following:
· Federal or state courts
· National, state, or local labor relations board
· Merit systems protection board
· State or local personnel or civil service or career service boards
· Labor-management arbitrators; or

3) Is currently under a contract to serve as a Hearing Officer for the Denver Civil Service Commission; or

4) Has a quality, level and length of experience deemed acceptable to, and approved in writing by the Commission, Manager of Safety and each bargaining unit representative.

Contract Basis

· This is a contract position with City and County of Denver Civil Service Commission, therefore all typical rights and benefits of employee status are not available to the Hearing Officer. It is construed that the Hearing Officer contractor will act as an independent contractor, and that he or she is a person retained on contractual basis for a limited period of time, and is responsible for providing all equipment and materials necessary to perform the tasks of the job. It is further construed that the Hearing Officer or his or her employee is not an employee, agent, or officer of the City and County of Denver or the Civil Service Commission for the purposes of unemployment insurance.  
LEVEL OF SUPERVISION EXERCISED:

· None

COMPENSATION:  

· Compensation for a Hearing Officer will be $44.47 per hour for services performed under the contract. These will include, but not be limited to, case management conferences, conducting hearings, legal research, and writing final decisions.

· The Hearing Officer contract does not include benefits of any sort.  
· The Hearing Officer will be reimbursed for reasonable and necessary expenses for postage, photocopying, conference calls, and parking. 
PHYSICAL DEMANDS:

· Sitting: remaining in the normal seated position.

· Talking: expressing or exchanging ideas by means of spoken words.

· Hearing: perceiving the nature of sounds by the ear.
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