STATE GF GALIFORNIA« DEPARTMENT OF TRANSPORTATION
POSITION DUTY STATEMENT
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CLASSFICATIONTITLE SFEICEIBRANCHISECTION
Associate Governmental Program Analyst - SYDES/Structure Construction o
WORKING TITLE : BOBITION NUMBER EFFECTIVE DATE
Resource Coordinator 559-511-5393-xxx 0910172015

As a valued member of the Caltrans team, you make it possible for the Department to provide a safe, sustainable,

integrated, and efficient transportation-system to enhance California’s economy and livability. Caltrans is a pefformance-
driven, transparent, and accountable -organization that values its people, resources and partners and meats hew

challenges through leadership, znﬁovatlon and teamwark,

Under the general direction of a Senior Bridge Engineer in Strueture Canstruction’s HQ Office, the incumbent is a staff
specialist responsible for coordinating workplah data in PREM/Clarity, the Department's task manaoement database. The
incembent is also responsible for assigning for review and tracking of project managemeant documents received and
transmitted from-Strugture Construction's HQ Office. The incumbent is also responsible for-the accuracy of Structure
Gonstruction's charging practice guitelines. Duties include, but are not limited to, the following.

- Percentape. - Job Deserigtion. .

Eesential {EMarginal (1)} .

40% E Manage SC group emall accounts used by SO field staff and othars to submit project management
documents to 8C HQ. Assigns project management documents to SC HG office staff for review
and action. Tracks status of project management documents using & spreadsheet or database as
the documents move through the workflow process from administrative SC HO offiee staff to
engineering S HQ office staff fo customers within and outside of 5C.

omer B Responsible for the accuracy and correction of Siructure Construstion (SCY data in PRSM/Clarity,
the Depariment’s task managerment database. Corrections to allocation, unit assignments, start
and end dates in the workplams, fask manager assignments, and Activity 275 data will be
determined by the incumbent fhrough analysis and assessment of reports, communication with $C
figld staff, District staff, Information in $C's project managament database, and direction ffom 5C
supervisors. Analysis may involve: determining shortfalls in allocation based on field desired
needs, unit ownatship per-current construction assignments, consubtant allocation needed per S0's
project management database and others. Changes in Clarity based on these corrections will ba
cdone by the incumbent or other staff; as directed by the incumbent.  Responsible for direction and
on-the-fob Clarity fraining o other administrative staff within the SC HQ office. VIl be responsible
forad-hot reports In Clarity as required By SC supervisors.

5% E Maintain surrent charging practice gutdelines forproject direct and overhead charging, Incambent
will be responsible for developing guidance based on the current fiscal year's Workplan Standards
Calide and overhead allocation:. Analysis of past flscal year's charging will be required to provide
input on future year's charging ¢odes antd budget. _ '

10% E Under the guidance of the Senior Bridge Engineer, directs the establishment and development of
procedures and desk marnuals for 50 HQ staff,

169% M Directs and trains SC office staff for the provislon of 8C project management database support to
alt 8C persormsl.

TESSENTIAL FUNCTIONS are the cora dutles of the position that sannot be reassignied.
MARGINAL FUNGTIONS ars the minos asks of the position thelean be assigned o others.

SUPERVISION OR GUIDANGE EXERCISED OVER OTHERS
Mone; acts as lead worker over SC HQ office staff,

KNOWLEDGE, ABILITIES, AND ANALYTICAL REQUIREMENTE
The incumbent serves as a Ciaz'ity'iiaison ta the Districts, DES and SC staff. The incumbent must have extensive
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knowledge of PRSI, Clarity, and the Wotkplian Standards Guide. The incufbent mush have éffong ahalylical abiiies o
raad, interpret, moritor, analyze, arrd provide reports for workplan data as it applies to SC. The incumbent must be
familiar with overhead and project direct charge codes; be familiar with EFIS data; have the ability to understand,
develop, and raaintain cerlain data and reports heeded for management staff, and ba able to speak and write effectively.
The incumbent must have familiarity with persenal computers, word protessing, spreadsheets, ant! database operations,
The incumbent must possess the ability to develop and maintain spreadsheets and database reports on the personal
compuier. .

The incumbetit must be alble to analyze situatlons and problems that ocour from incorrect data in Clarity and be able o
resalve them. The incumbrent must be able to navigate through and work proficiently in Clarity and 8Cs pro;ect
managemert da‘tabase

The incumbent must be able i manage group smail accounis: assign, digkibute, and track the progress of project
managamant dmcumems through the workflow pmaess to and ft‘om SC HQ staff,

RESPONSIBILITY FOR DECISIONS AND CONSEQUENCES OF ERROR

The incumbent assists in training of ollver administrative-and engineering staff in SC's HQ Office. The incumbent is
responsible for accurate.SC data in Clarity, and propsr charging prastices. The incumbent is responsible fortracking
project managemant.documants through the SC MO office workfiow process. Errors could result in problems with $C's
ability to administer construction contracts due to:staffing and budgetary concarns, as well as abiity to. inack and:account
for the progress of project management documents through the warkfkow proce&a

PUBLIC AND INTERNAL CONTACTS

Will be in personal contact with SC field gtaff, SC HQ staff, DES staff, District personnel, and other staff as required. Will
act as primary support to 8C's suparvisors and managers.

PHYSICAL, MENTAL, AND EMOTIONAL REQUIREMENTS

The incumbent may be required to sit for long periods of time using a keyboard/mouse and video display monitor, or
while affending meetings. Must be able to use fine manipulation andlor simple grasping during the course of their
workday., Some walking may He reguired, :

The incumbent must be able to effectively communicate in English and may be required to make presentations, lead
warkshops; and serve on guality teamts. The incumbent must be able 1o sustain the maental activity needed fo condust
necessary research, analysis, reasoning, auditing and editing, problem solving, and report creation and writing.

The incumbent must be able to organize and prioritize large volumes of varied documents; The workload is subject to
frequent, substantial, and unexpected changes that could affect the scheduling or completion of assignments. The

“incumbent must have the ability and aptitude toutillze & parsonal computer to update, retrieve, and analyzé informatios.

The Iricumbent must be able 1o adapt to changes in priorities, and complete tasks or projacts with short notice and work
with others ina codparative manner. The incumbent must have the ability to develop and maintain cooperative,

collaborative working relationships With staff as well ag olher deparimental employees and recognize emotionally charged

andfot sengitive fssues and problermis-and handlethen effectively and appropriately. The incumbent must recognize and
respond appropriately to difficult situations and pristity issues arising within a dynamic work environment, and rmust
facilitate effective solutions. The incumbent must deal effectively with preasure, maintain focus and intensity, and yet
remaln optimistic and persistent, even under adversity.

The incumbent behaves in a falr and ethical manner toward others and demonstrates a sense of responsibility and
comrmitment to public service. The neumbent values cultural diversity and other individual differences in the workforce.

The ncumbent must possess the ability to formulate effective strategies consislent with the Divisia's business plan and
develop new insights into situations and gpply innovative selutions to make organizationalimprovermerts. The mcumbam
must have. the ability to effectively coordinats multiple assigriments with concurrent ctue dptes.
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WORK ENVIRONMENT

incumbent will be exposed to-various work environments. While at their base of operations, employee will work in &
climnate-controlled office under artificial fighting. However, due to perlodic probiems with the heating and air conditioning,.
the building temperature may fluctuate. The incumbent may be required to sit andior stand for extended perlods of time.
The incumbent will be using a keyboard/mouse and video display mon;tor Employee may be requlred 1o travel for
meetings culside thelr normal work environment.

I have read, understand and can perform the dulies listed gbove,  ({{f ynu believe you may requlre'reasﬂnable“

accommodation, please discuss this with your hiring supervisor, If you are unsure whether you require remsonabie
accommodation, inform the hiring supervisor who will discuss your concerns with the Reasonable Accommodation
Cotrdinater.) '

EMPLOYEE (Print)

EMPLOYEE (Signafure) ] DATE

thave discussed the dufies with, and provided & copy of this duty statement to the employee named above.

SUPERVISOR (Print)

SUPERVISOR {Signafure) DATE




