STATE OF CALIFORNIA « DEPARTMENT OF TRANSPORTATION
POSITION DUTY $’¥‘ATEMENT
PM-0824 (REV 772074)

CLASSIFICATION TITLE ) . ) DFFICE/BRANCHISECTION

Assoclate Govemmental Program Analyst  iD5S/DESIOASTechnical Publications & (raphics Services
WORIKING TILE™™ "POBITION NUMBER EFFECTIVE DATE

Lead Webmaster 558-045-5383-xux% 0820158

As & valued member of the Caltrans team, you make it possible for the Department t() provide & safe, sustainable, |
ntegrated, and afficient fransportation system o enhange Californiz’s economy and livabiiity, Caltrans is-a ;aerformance~
driven, transparent, and sccountable organization thal values s people, respurces and pariners, and meets new
challenges through lsadership, innovation and teamwork.

GENERAL STATEMENT:

Under the direction of the Branch Chief, Technical Publications and Graphics Services (& Staff Services Manager 1), the
incumbent is a staff specialist responsible for the Division:of Engineering Services (DES) Administration and DES
Weabsitas. This position alse has primary responsibility for development of the design and layout of the DES newsletter.
Typical tasks include but may not be limited to the following:

TYRICAL DUTIES, ‘ .

Parcentage Jab Description

Bssential (E¥Marginal (M3

40% B Independently act as webmaster for the subdivision and the DES' main {Intemetintranet)
webpages, The moumbent will serve as the piimary web developer responsible for the creation of
a natwork of webpages highlighting DES. progrars and processes. Desigh, develop, document,.
and mairtaln webpages using various web development tools, such as Drupal. Review and
manitor webpage contarit, ensuring timsly update and accurasy of website postings. Direct the
conversion and publishing of documents, materals, and forms. Independently conduct analysis of
website Usage to identify trends and prepare pariodic vepoits Including recommendations for
shanges of revisions to the website organization andiar structure. Develop procedures for staff
ragarding updates fo the wabsite. Review raquests roceived from welipage users and refer
reyuests to appropitate staff for response.

no% B Provide consultation, analysis, and recommendations 1o DES managemernt on web-related issues,
processes, and business practices. Serve 55 subject matter expert to assist other subdivision
webmasters indluding the coordination of division-wide mandatss o the webpages, DES’ lialson to
Informatien Technology on webpage conversions and other web-related activities. Ensure

S campliancs with Caltrang” Information Tachnolegy-{H-web-standardsir-addition to State and
Federal Laws regarding accessbility for all users. May serve as a DES Hlalson fo the Capital
Outlay Support Program on web technology Issues. Work collaboratively with other DES and-
Deapartmisst stafl on these efforts,

aps,  E Ensure technical dosuments are placed o the DES Technical Publications and Graphics Services'
Branch webpage. Respensibie for the update and distribution of technical documents working
with the Divigion of Procurement ard Contracts (DPAC) Publications. Develop mechanism to track
and manitor publication inventory, ensuiring adsouate inventory control. Manitor the Hime-frames
and deadiines for final publication of dogumenis, Warking with the Office of Business Services and
Security Reprographics Unit, prepare appropriate procurement and bid docurnentation for technical
documents reproduction,

D% B Gompletes special assignments, projects and drills as requested Responsible for the design and
fayout of the DES newslelter. Assigts inthe design and revisions to the DES brothure.

05% FE Serves ze backup to other Office of Administrative Services analysts. May serve as Br&nch Chigf
in the Technical Publicetion's Branch Chief's absence.

ADA Mofice For Indivituals with sensory disatifties, this document I8 avaltable in slersate formats. For infgrméﬁnn, call (918} 4451238,
QEEE 7y 794,.0r wite 1o Recrds af Foing Management, 120N Strael, MS-59, Sacramanto, (4 05614,
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05% M Research and develop procedures tomaintain all historical records and master copies of technical
‘ manuals, Ensure permissions and authorizations are obtained for use of mpyr!ghted engmeermg
and scientific materials.

TESSENTIAL FUNCTIONS are the dore duties of the position that cannot ke feassigned.
MARGINAL FUNGTICBN& are the minortasks of the | position that can be assigned to others.

SUPERVISION OR GUIDANCE EXERCISE{} OVER QTHERS
None.

KNOWLEDGE, ABILITIES, AND ANALYTICAL REQUIREMENTS
Must have a good understanding of Galtrans functions and erganization in addition 1o related policies and procedures of
the Department and DES. Must also have a clear understanding of the principles and practices of editing and technical
repart writing. Experienice in departmental resource database/systams is desirable.

ncumbent must rave sirong written and verbal communication skils, and must be wiling to jead other staff whils
retaining responsikility for decisions made in distribution of workload and methods used to meet project raquirements.
Must be able to work in a feam environmaent with attention fo detail, and a commitment to provide auality customer
service, Incumbert musthave sound judgment and professionalism, strong organizational skiils, and the ability to work
uinder pressure with diverse groups of people.

incumbent must demonstrate the ability to accurately analyze situations, research and ulifize problem=salving tachnigugs,
and prepare concise written andfor verba! responses to complex issues and adopt an effective course of action,

incurmbent must have the ability to work indepandently and effectively coordinate with various fevels of managerent and
staff, both in person and through telephone communication.

Incumbent must be able to callect, develop, categorize, malintaln, and summarize information, and-to write clear concise
correspondence, reports, and technical analysis. Must be open fo new or different ideas or opinions ard have the

capacity for creative thinking and probiem solving.

Knowledge of and ability fo use personal computer equipped with e-mail (Microsoft: Outiook), word processing and
spreadshest software including Microsoft Office Products (Word, Excel, Access and PowsrPoint), Adobe Creafive Suite
5.0 (Acrobat, Hlustrator, InDesign, PhotoSnop and DreamWeaver), Filemaker Pro, and Internet/\Web development
applicafions {e.9., Flilezilla) are requiterd .

RESPONSIBILITY FOR DECISIONS AND CONSEQUENCES {}F ERROR

The incumbeant Is respensible for pmmdmg affective, pertinent, and respohsive admiriistrative support end various reports
to DES management. Decisions basad on the information pravided by the incumbent, directly impacts the effectiveness
of DES in meeting its goals, ohjectives and fiscal consirgiftts. If the information is not timely and is incorrest, i can have
& major impact o managament decisions.

PUBLIG AND INTERNAL GONTACTS:

The Incumbertt has fraguent contact with all levels of staff within DES, other department programs, and districts. The
Incumbent must be able 1o address DES ralaied issussy and gquestions from all requestors, both within and outside the
Department.

PHYSICAL, MENTAL, AND EMOTIONAL REQUIREMENTS

The incumbent may be required o it for long pericds of time using a keyboardimouse and video display monitar, o
while aftending meetings. The incumbent must be able to use fine manipulation andfor simple grasping during the course
of the workday. - Some walking may be required.

The incumbent must be able o effectively communicate inn English-and may be required to make presentations, lead and
facilitate meetings, and serve on committees and special project teams. The incumbent must be able to sustain the
mental acuily needed 1 coriduct riecessary research, analysis, and synthesis of lssues and make well-reasonéd
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recommendations fo management. .

The incumbent must be able to orgé'niée and prictitize large volumes of technicet documents, The workload is subject to
frequernt, substantial and unexpected changes that could affect the scheduling or completion of assignments. - The
incumbent must have the ability and apiituds to utiize a personal computer to Update, retrieve, and analyze iformation.

The ineumbent must ba alile to handle muitipte tasks, whils reguiarly responding to e-mails and phone calls. . This
position requires the incumbent {o be flexible and adaptable to changing policies and procedures. WMust be able to adapt
‘to changes in priorities, and complete tasks or projects with short natice and work with others ina cooperative marmer.
The-incumbent must have the abllity to develop and maintain cooperative, collaborative working relationships and
recognize difficult, emotionally charged and/or sensifive situations and handle them effectively and appropriately. Must
-deal effectively wath pressure, maintain focus and intensity, and yet remain optimistic and persistent, even under
adversity,

The incumbent must behave in a fair and ethical manniat toward others and demonstrate a sense of responsibility and
corumitment to public service. Tha moumbent will value cultural diversity and other individual differences in the
workforee,

WORK ENVIRONMENT

While at their base of operation, employees-will work in a climate-controlled office under artificial lighting. However, due
foperiadic problams with the heating and air conditioning, the building temperature may fluctuste, Hmpioyee may be
required to travel to other satellite offces for tralning andior meetings.

1 have read, understand and can perfam the duties isted above, (If you believe you may require reasonabie
-ascommodation, please discuss this with your hiring supervisor, 1 -you are unsure whether vou require reasonable
ascommadation, inform the hiting supervisor who will discuss your concarns with the Reasonable Accormmodation
Lodrdinator)

EMPLOYEE (Prid)

EMPLOYEE (Signature) ' - |paTE:

| have discussed the dulles with, and provided a copy of this duty statement to the employea named above.

SUPERVISOR {Print)

SUPERVISOR {Signature) ' ' ' DATE




