CALIFORNIA DEPARTMENT OF TRANSPORTATION
DUTY STATEMENT

{ CLASSIFICATION TITLE DISTRICT/DIVISION/OFFICEIBRANCH
Associate Governmental Program Analyst

D22/DBES/ Fapi'lities Opcra’giéns/Headquarters Building
Manager Office & Leased Facilities as needed

WORKING TITLE ' | POSITION NUMBER | EFFECTIVE DATE
Assistant Building Manager | 702-023-5393-XXX December 2015

As 2 valued member of the Caltrns tenrm, you take It possible for the Department to lmprﬂve the mnhl]ity ALrOSR Calii’omla Iry belng
innevative aud flexiblé; yeporting o work as scheduled; working ¢ooperatively with team members and others; and treating othors fairly,
honestly and with respect, Your efforts are impoertant to each member of the team, as well a5 those we serve,

GENERAL STATEMENT:

Under the general direction of a Staff Services Manager 1, the incumbent is responsible for assisting in all

activities related to the day-to-day management of office and shop fac111tles w1th1n the Sacramento area.
Duties include, but are not limited to:

TYPICAL DUTIES:

T’he mcumbent is responsible for assisting in the maintenance and the operational integrity of
approximately 542,153 square feet of seven buildings in the Sacramento area, Three buildings make up
the Farmers Plaza and are located at 1727 Street, 1801 30™ Street and 1820 Alhambra Blvd, The other
four buildings sites are located near the Farmers Plaza in Sacramento,

Porcentage

50% (E)

Jahb Deécri]g‘ .tion

- Responsible ‘a3 Lisison between the Building Manager’s office and the employees at the

seven leased. buildings within the Sacramento area on various types of facility related
projects. As a project manager, evaluates customer and facility needs, inspects, identifies

and—analyzes—options,interprets—and —applies Fire, Life andSafety repulations, ADA

requirements, and office space guidelines, and or lease agreements, presents options to
management, schedules and coordinates work in conjunction with the Department of General
Services (DGS), contractors, building owners and property management firms, verifies
completion of work and spplication to costomer needs, building repairs, and facility projects

{o—ensure—safe-and-operational facilities and working condition, Thisinvolves diligence,
teamwork, planning and follow-through in all areas of project management, including project
initiation, information gathering, research and analysis of alternate proposals, critical path
scheduling, adjustments, coordination with vendors, contractors, other agencies, all levels of
Calirans staff, preparation of presentation materials for conference with managoment,
Decision Documents, memos ot issue papers, Develops scope of work information, working
drawings, patts lists, equipment nesds and other information for the preparation of contracts
for services. Coordinates all aspects of facility projects as assigned or identified and
approved by manager for assigned office space. Responsible for acquisition of goods and
service, secure funds and payment suthority, preparation/coordination and monjtoring of
purchasing activities using the Cal-Card program for Building Operations.
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30%(B) Responsxble f t coordmatmg movmg semces for staff, eqmpment and ﬁlrmture (mcludmg
processing paper work for surplus items) in congert with. the Caltrdns Sacramento strplus

warehouse and DGS warchouse. Revmws daily progress and developments; and coordinates

needs with sclutlons for customers: and-contractots for space alIocatlons, tnodular furniture
conﬁguratlons and facility work 10 ensure program staff needs, Fire Marshal and ADA
requitements are met, Asslsts in coordmatmg the relocation of services, equipment and

furniture, Prepares and submits necessary documentatmn for. vendor payment Receives

invoices and coordinates payment of movmg sefvice invoices, overtime utility invoices and

others, Afrangesfor approvals and moving setvices to send surplus eqmpment and furniture
to the Department of General Services.

10% (B) Updates and maintains emergency evacuation plans for a331gned areas, Assmts emergency
evacuation drills, Assists in the Coordination of facilify security exercises with the State Fire
Marshal, CHP and the Sacramento Fire Department Assists fac:hty evacuation teams, first-
aid teams and other related tenant support teams in the performance of their responsibilities,
Assists with Facility Safety Inspections of facilities. Conducts tenant meetings with program
staff in the various facilitics. Receives initiel notice of buﬂdmg emergenicies and first-aid
needs; responds quickly and calrly to coordinate eMmergency services as needed Utilizes the
bmldmg pubhc almouncement System to notlfy tenants: of an emet, gency

0% (E) - Momtor and conduct perlocho mspecuons of bulldmgs, appurtenance “out bmldmgs and
leased - and owned - buildings. - Provide finding as- related to- buﬂdmg dperation,
eqmpment/system failures, repair and maintenance, fire and flood, health and safoty,
asbesios, waste management, recycle, building systems, constructionis and mechanical,
eleclrlcal and plumbifig systems. Assists with the collection of payment to bike lockers and

- assigoment of bike lockers, shower lockers and wvisitor pa:rkmg at the Farmers Plaza. Asiists
in orderinng, receiving. dnd mamtammg an mventory of office supplies for the Bmldmg

; . Managet’s Oﬂice Assists 111 ordermg various 1tems needed to ensure Tacilities remain
! , S (memilonal . = : :

S UPER VISI ON RE CEI VED

No superwsmn exermsacl The incumbent may act w1th lead responsﬂbllity for ofﬁce staff, or as team

leader for various mﬂaMAmMﬂdmngagmﬁm&ymuasmaﬂyM&a&&mhsﬁmte_—
_ 7 for the Bulldmg Manager :

KNO WLED GE ANI) ABILITIES

4 Basic knowleclge of and abﬂlty to mterpret laws and regulatmns regardmg Hire and Llfe Safety

Standardq, Cal OSHA requirements, Rehabﬂltat1on Act of 1973, State Administrative Manual and
American With Digability Act, ,

¢ The ability to mterprut and apply rules and pro cedures

¢ The ability to makc sound demsmns in cuhcal s1tuat10ns
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+ The ability to reason logically, to evaluate routine problem alternatives and to recommend an effective
course of action.

+ The ability to multi-task and reprioritize workloads to meet heavy customer requirements,

+ The ability to interact with contractors, co-workers. and the general pubhc and provide written and/or
verbal 1nstruct10ns to clients,

¢ The ability to gain and maintain the confidence and cooperation of all parties involved,
+ The ability to consult with and advise management on issues associated with feased building space.

¢ The ablhty to collecl develop, _categorlze, maintain and swmmarize information to present clear and
concise correspondence, repotts and technical documents; both verbally and in writing,

The incumbent must be familiar with the Department’s mission and goals and be able to recommend
policies and guidelines which will provide a framework for all levels of the Department to develop an
effective management process. The incumbent must be able to express ideas and present information

clearly and logically, both orally and in writing; and must be able to develop and utilize effectively all
available resources within DBES.

ANALY TICAL ABILIT 1ES

The incumbent must be able (o reason logically and creatively and utilize a variety of analytical
techniques to adopt an effective course of action for complex project manapement problems. The
incumbent must be able fo project competence and integrity in successfully dealing with outside entities,

'
I

CONSEQUENCE OF ERROR/RESONSIBILITY FOR DECISIONS

The incumbent iz expected to perform af the Eu]l—;ourney level and; therefore, has the 133pot151b111ty to .
make mdependent sound declsmns W;lth 11tt1e supemsmn Faﬂure fo make sound daclsmns could fesult in

Ioss and increase habﬂn'y leure to ensure the health and safety of all employees through adequate
facilitics management could result in injury to the occupants of the facilities. TFailure to ensure the
facilitics are managed and maintained propetly could result in unnecessaty repairs and damage to State
property resulting in financial loss or wnnecessary expenditures. Tailure to ensure all facilities are
managed properly could increase our liability, placiag the Department at risk for violations resuliing in
monetary penalties and/or potential litigation,

PUBLIC AND INTERNAL CONTACTS

The incumbent routinely inferacts with and advises employees at various levels within the Department,
vendors and contractors tegarding building operations. This often involves contact with visitors
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representing local government, employee organizations and other sensitive contacts. Exeep'tional
customer setvice is ctitical to success and meeting expectations.

As a reprosentative of the State of California and the Department, the mcumbent must always be

. cognizant of his/her actions, how those actions are viewed, and must alwaye conduct himself/herself in a
courteous and professmnal marmer at all times. -

' PHYSI CAL MENTAL AND EMO TIONAL RE Q’WREIIIEN TS

While at the base of operatlon, the employee will work in a chmate-controlled ofﬁce under artificial light.

However, due to penodic prohlems with the heatmg and air condltlonmg, the bu11d1ng temperature may
fluctuate,

Require touring buildings and facilities that requires walking'or standing for extended periods of time.

Willing to- work flexible schedules fo ensturé pro;eets are completed or to addtess 1ssues related to
. facility/femployee secunty of othér opera,tlonal issues,

The ablllty to ift 25 pounds, carry bulky 1tems and prowde ass1stance m settmg up faclhty conference
areas of ofher. areas in the buﬂd;mg .

The abﬂlty io chmb stairs and Iadders and petforin work on the roof

The ability to work on a keyboard; manual dexterity; sitting for long perlods, develop and tnaintain
cooperative relationships; abﬂ1ty to focus for long periods of time.

Requlres oceasmnal bendmg, stoopmg aﬁd kneehng

Musgt be able to organize prioritizé and respond approprlately to mult1ple workload requests and

conflicting deadlines.
This position requires interaction with a myriad- of personalities.

_ Values diversity and _ipdiﬁ-fidual differerices that each employee ﬁfiilgs {o the wbrkplz_we.

The ability to 'reSOIVe .emo’tiona,lly_chai‘-ged isSuGS.reas{)ﬁably and diplomatieaily. N

Considers and responds approprlately to the needs, feelings: and capabﬂltles of dlﬂ'elent people in
different situatiotis; 1s ta.ctful and treats others with respect.

v

[s open to change and new information; adapts behavior and work methods in response to new
information, changing conditions or unexpected obstacles.

WORK ENVIRONMENT
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The duties of this position are performed in a modern office seiting of mixed hard-walled and modular

furniture  design. The primary wotkspace is of - modular design, containing computer and
telecommunications equipment. :

1 have read, understand and can perform the duties listed above. If you believe you may require
accommodation, please discuss this with the hiring supervisor.

Employee Name (please print) Date

Employee Signature

I have discussed the duties with and provided a copy of this duty statement 1o the employee named above,

Supervigor Name (please print) Date

Supervisor Signature




