STATE OF CALIFORNIA-DEPARTMENT OQF TR:M‘-IS‘FGHTATION

POSITION DUTY TATEMEN“%‘"

PU-0924 (REV 7/2014)

OFFICE/BRANCH/SECTION

CLASSIFICATION TITLE
Associate Governmental Program Analyst Office of Health and Safety

WORKING THLE - "+ | POSITION NUMBER EFFECTIVE DATE
Associate Governmental Pragram Analyst S| 702-015-5393-xxx

As a valuad mamber of the Caltrans team, you make it possible for the Depariment to provide a safe, sustainable,
‘integrated, and efficient transportation system to enhance California’s econormy and livability. Caltrans is a perfermance-
delven, tranisparent, and accountahle organization that values s people, resources and parthers, and meeis new
challenges through leatlership, innovation and teamwork. -

GENERAL STA’T‘EMFN’T

Under fhe direction of the Chief, Office of Health.and Safety, a Staff Services Manader 1, the incumbent
is responsible to for the analysis and recofimenddtion of changés to the Department Safety Manual,
perform workplace violence mvestxgationgna;ndx erforr‘n trammg “%Bn safely and health topics.

TYPICAL DUTIES:

FPercentages . L
Fssential (F)/ Marginal (M) Job Deseiption b
B 1

40 % E

_35%E

i
[

Arialyzes and recommetids changes and updates fo the Calirans Safely
Manual. Analyzes policles, procedurss, laws, and rules 1o mainiain and
ensure cormgliance with a;:bphcable laws and rules regarding smployee
saiety procedures.

--Provides.consultation and training-on.the.-Departments.injuryand.iltness - v o

Frevention Program o managers, supervisors, and employ@es in
subjects such as; Ergonomics; Heat Stress; Fall Protection, Workplace
Viclence, Confined Space, H%ptratcry Protection, and Lead Awareness
training.

Analyzes and recommends changes o the D@paﬂmem’s Workplace
Violence Policy. Analyzes other Siate departmental policies, rules,
regulations, and proposed leglslatmn id’recommend changes to maintain
an effective Director’s Policy and & Rrans Workplace Viclence
Preventior: Program. Updaies the Caltrans Safety Manual tﬁ mamtam an
effective workplace viclence ;nvestigatwe ;:\ractlces

Provides training and wnsuitaﬂon services on ‘che Calfrans Warkpiace

Viclence Pravention F’mgram to managers supennsors, empioyees and

N Safetly staff.

ADA Noce: Forindividuals with sensory disshliities, this documart is svaiable f alternate formats. For nformation cafl (916] 654-8410
ar TDD [916) A54-2850 o wilte Records and Forms Management, 1120 N $treet, MS-89, Sacramenta, €A pE&14.
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20% E

5% M

SUPERVISION-OR GUIDANGE EXERCISED OVER OTHERS

Performs senaitive workplace violence investiga’tibns. Workplace
Violence investigations are time sensitive and are to be performed in an
expedient and’ canfidential manner. _

Analyzes reports and deta used to track the number of work related
~ injuries and ilinesses. Makes recommendations on the development of
sirategies to achlevs the Departments goal to feduce the number of

work related injuries and ilinggses, .. o

ad
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None

KNOWLEDGE, ABILITIES AND ANALYTI&AL REQUIF{EMENTS :

Must be famillar with the Department's missions, vision, goals, organizational struciure,
and major work programs.- Must have a strong analytical ability as well as the ability to
identify routine safety, health, managerial and administrative problem areas: identify
solutions and alternatives in maiters of safety and health problems and/or law viclations,

_ the prevention of accidents, ilinesses or injuries.

Be familiar with the operation and funciions of the Department of Industrial Relations,

, Cal-O8HA Standards Board and Cal-OSHA Advisory Board.

~includes the General Industry, Corstrugtion, aind Elscifical Safély Orders; Cal-OSHA 7~

Possession of a working knowledge of Title 8, California Code of Reguiations, which

gitation processes; inspeciion and:;inc}d@ht ‘|ri‘%}g'sﬁgaﬁdﬁ"‘proeedur&s_ﬁ is recommended.

- [ A - X - ) . . .
Have the ability to apply this knowledge to Deparimental operations; analyze the impact

~ of decisions on the Department as a whols while constantly ensuring the safety and
. health of all employess: and have above average written and oral communication skills.

. Strong analytical skills are required to evailuate varlous Deparimental operations and -
.~ determine the potential Impact on employes safety and health,* Must develop alternative
- »procedures for offices and field cperations when current proceduras posé potentlal
- ‘health probiers, - Must understand and explain {in writing and verbally) the imipact of
- -decisions and/or findings by Infernal and external parties relative to Deparimental
operations. B o : ' e

- ADA Naotice: for individuals with sensory disabilittes, this documant Ts availzbie in skemate farmats, For Information call ($36) 654-6410

or TOD (916} 854-3820 or write Records and Forms Marsgement, 1120 N Street, MS-89, Sacramenta, CA 85814,

o omre
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RESPONSIBILITY FOR DEGISIONS AND CONSEQUENCES OF ERROR

Errors in judgment or Inadequacieg. 1nchgmm‘endaffqn§,and decisions could result in
sefious employes health cmnsiaqygr;@g@?“ Failura to identify, take appropriate action, and
resolve unsafe conditions during INspections, failure to-correctly disseminate acourate
information and implement currefif safély standards or processes may contribuis to
mcidents with potential death or Injury as the resultant effect. :

Failure 10 identify hazards can ajse increase workers’ compensation costs and expese
the Department to citadions, ériminal prosecution and civil law suits.

PUBLIC AND INTERNAL CONTACTS

Regular contacts within the Departmenfinclude program administrators, managers, and
supervisors. :

Additional Internal contacts include District or Maintenance Safety Officers, statewide
and district consiruction safety coordinators, Headquariers Mairananae and
Gonstruction staff, Translab staff, and Headquarters and District Equipment staff,
including-the Motorized Equipment Training Academy.

Extemal contacts may include vendars that provide health and safety training or
consuitatlon, employes EAP senﬁc;&s;eygoﬁdmic‘ vendors, or Cal-OSHA inspectors.

WYETE R

P_HYS'[CAL:;"‘MENTAL‘.;“‘ANE}'EMOTIGQ_\JAL‘;’":QEQU}REMENTS"" T T e S s

Must be able to develop and maintain cooperative relationships. Incumbent must
behave in & fair and ethical manner toward others and demonstrates a sense of
responsibility and commitment to public service.

- Incumbent should possess ability to fesolafe.emotionaﬂy chérged issues, déve‘aIOp, and
rmaintain cooperative working relationships. - B

[Incumbent wifl be r_eq_u'ired to u‘fsa a keyboard and computef,ecji,’;lpment/sgﬁware.

- Incumbent must be able to travel Throughout the State to District offices, maintenance
stations, construction, and maintenance work zbnes. e -
ADA Nefica: for individusls with sensory d‘gsabiﬁjjéé;:{hié ﬁa&mentisauaﬂable in alternaie formats, Forinformation call [916) 654-6510
or 7RO (§16) 654-3880 or write Records and Forms Management, 1120 & Stroat, MS5-39, Sacraments, CA 25514,
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WORK ENVIRONMENT

Typical work setting is in an officgenvironment. Travel of up 1o 25% may be required,
and include field work, . :

| have read, understand and ¢an perform the duties listed above. (ff you believe you may require
reasgnable accommodation, please discuss this with your hiring supervisor, [f you are unsure
whelher you reguire reascnable accommodaiion, inform the hiring supervisor who will discuss your.
concerns with the Reasonable Accommodation Coordinator.) : |

EMPLOYEE (Print)

EMPLOYEE (Signaitire) e S E T [hate

Y

| have discussed the duties with ahd p?évided a copy of this duty staternent to the employee
named above. -

Bupervisor (Priit)

“Supervisor (Signature) ‘ : Date

ADA Motiee: For mdividusts with sensory disabilities, this docurmart s svaflable T altarnate formats, Fer informetion calf (316) £54-5410
or TDO (916} 654-3830 o wiite Records and Forms Managernent, 1120 N Stree, MS-89, Sactamento, CA 35814,



