CALTEORTA DEPARTMENT OF TRANSPORTATION
DUTY STATEMENT

CLASSIFICATION TITLE [ DISTRICT/DIVISION/OFFICE
| -Associate Governmerital Pregrar Analyst 72/ Resovrce Planning and Policy Difice

WORKING TITLE " POSITION NUMBER | EFFECTIVE
Program Budgets Analzys; FO2-048-5 303

.. Easeatis) (EyMupginat ()1 S

As:a valued membder of the Caltrans tesm, you make it possible for-the Pepartment o provide a

safe, sustainsble, integrated pad officient framsportation system to ¢nhamce “Califorpia’s

economy and livability by being innovative and Rexible; reporting to work a5 subiedicled;
‘working vooperatively with teany members and others; and ‘freating pihers fairly, honestly and

with respect. Your effortsare fnportunt to such member of the team, a5 woll as those we serve.

GENERAL STATENINT: Untler the general divection.of & Staff Services Manager 1, the ircumbent
independently perform the more ~esponsible, vatied, and vomplex techiical analytioal assignments when
providing statewide budgetery suport for the Administration Program and fts supported districts and
divisions. This position ensures and Pacilitates complsted staff work -on budgetary. issues wnd policy
matters of critical concern. T fhis capasity, the inceribent independently researches, analyzes and
monitors the dllocation; ekpenditures and management of the statewide and divisional budgets in the
program including Persondl Serv.oes, ‘Position Management, and Opersting Expenses: This position also
provides recommendations and “eports te manugement documenting the status of the Administration
Program’”s fiscal sitaation and trerd analysis. Other tasks fneiide bt not limited to analyzing, reviewing

and evaluating budpel docemamation; faldng: recommendations to ensure that the Administeation
program and its district and divisimg continué on-thie proper financial course) and taking o proaetive Tole

* in correcting discropancies.

TYPICAL DUTIES:

Percentage Job Desurintion

0% () Under general divection, independeritly administers * the budget for the wutatewide
Adiinistration Program by prepaving and recomiending approval of the allocation of
Saancial resources includinig personal services, operating cxpense, in-state and out-pf-state
travel, equipraeni, professional ‘and technical services, training and generd} experise.
Evaluates éxpenditiires and projectiors for acouracy and consistency against encumbrances
Ty program, fud soure and oategory; and recommends oorrective actiun If mecessary. This
inclades extracing separts. from the Enterprise Resotrce Flamming Firanoial InfraStructure
(EFIS). Enterprise Dumlink and athor budget mionitoring systems and  deprtimental
dntabases: Creates. modifies and- maintaing: monthly spreadshests reficcting statewide and

division alldearion, expenditures 1aad-_pra§ac€i_qn%-.as well as coniract date. . After tharough
pesearch and amalyss; assists manggement in rnaking monetary plang for the remainder of the
Lo T B B F : -




fiseal yeer and woils with management o addross thelr budget needs,

C25%(E) Under general direction, independently aots a5 lislson to the Division of Accounting and

: ~ Budgets for all iseues related 1o charging practicss and invoice billing issues, provation,
chargeback, reisabursements, ets. Analyzes eocounting end budget documents and makes -
recommendations to snsure that the Administration program maintains bukiget control by
program and fund source, - Bstablishes, maintains and provides guidance amd direction on
expenditure authorizativn codes, special desigrations, end-other codes identified jn the
Accounting Coding Manual, ‘Works with the Division of Budgets and providd guidance. to
the Administration Progrems customers on Budiet Change Propasals, Finance Letters and
othier budgotary istves. . .

25% (B Under gencral-dirsction, independently prepares wiitien recommendations and/or analysis,
when requested, as it relates to-special assignments or projects, Responds toquestions posed
by the Budpess Office, divisions, and otbers, Reviews, analyzes, antl keops management
apprised of budget policy and process provisions thet impact the divisions and be able to
fonction ina lead capacity a5 needed fn Administration,

SUPERVISION FXERCISED OVER DTHERS

The posttion has no supervisory responsibilities,

KNOWLERGE AND ABILITIES REQUIREMENTS &

The position requires Imowledge “of the. Department’s statewide orgenizational structure,
knowledge of the sate budgst development provess, and_piincipies snd currens frends in
administrative functions as they refate 1o Tesourve.innnagement pradticss aid program evaluation.
Must hive knowladpe-of the Depariient’s vision, iisdon, etid gosls. - '

The incumbent ntust havo knowetige of porsonal computer applications, software, sprusdsheets,
dutabases, and become knowledgeable and proficient on the Enterprise Resowrce Planning

* Financisl InfraStractuns (EFIS), Enterprise Datalink and other hudget monitoring databases.

 The tnumbent must have the ability to reason logically and creatively; use various snalytical
teohniques to resolve complex: budgetory problems, develop and gveluate altornatives, and draw
sound conclusions,  Present vecotmendations wnd information: throngh oral sk written
communication methods to mansgerment on matiers relating 1o the prograns budget. Must be dbie
to- votablish and malntadn priorities and a Jevel of professional integrity to ensure that the best

. interests of Administration and the Depastnient wre served, - The incumbent must also have the
ability to act independently, open-trindedness; flexibility, and tact when working with others.

The tncummbent énst have the ability to eétablish and maintain cooperative working relatienships

with departmental ‘staff 2 all levels within o Department, in addition, the ihcumbent must be
ghle to speak and write effectively and adopt an eflootive course of aotion; develop effective



management reports and recornmendations based upon -sound loglesl conclusions; maintain
confidentiality; and develop and maintain team offort and cooperstion among stafl. :

CONSEQUENCE OF ERROR/VESONSIBILITY FOR DECISIONS |

The incumbent will kave 4 significant impact on -Adznilnistmiian’s ability to carry out ifs pmgr;éxmf -
responsibilities, Goed judgement, tact, and the ability to work indepaidently and to commugpicate .
offectively are expected of the incwmbent, Budget and resource managenent ertars could result dn

_ improper enapement Geofsions et all Jevels, ingecurate financidl reporting, and mismanagement

of departmental funds, incorreot budges decisions and noncompliance with statutory requirements,
Poor judgement . any of these areas would severely consirain Administration’s ability to meet
program commitments, Swors may have 4 significant impnct on the internel and external
operations of the Department. : ‘ :

PYBLIC AND INTERNAL CORTACTS

The incumbett maintains communication with all lovéls of Department staff, including executive

staff, for the purpose of providing guidance and directiot, and works ¢losely with lizisons in

Accounting and Budgets, s wel as the districte and divisions. Al contacts require taet and
sensitivity. : ' |

PHYSICAL, MENTAL AND EMOTIONAL &ﬂ@ﬁfREMEWI‘S

Fhysical ~ The inoimbent may bo required vo-sit For fong periods of time using & keyboard and
video display terminal, May be reguested fo travel oucasionally to address resource issues with
Districs staff. May be fequested to wavel between various Calirans Sacramento offices o attemd

‘moelings,

Mental - The incumbert nusgt be dble o read and uadgmtaﬁd'aﬁaﬁety-af accounting, budgetary,
and word processing doeuments, Must have the. ability to mulii-task, adapt o chauges in
priorities, and produce ooopleted staff work on short notice,

Brmotional - The fnoutibert must be customer sarvice oriented, Al positions within this Office
roguire interaction with people &t all lovels within the organization. 1t is very important that the

incurabent possess the. atility 1. work with othors in s positive and coopstative mamie~ The
inourmbent may be subject 1o, aud have the ability to, handle irate emiployees in & calm ritanner.
Must possess the ability to resolve emofionally chatged Jssuos rensonably and professiopally.
Must deal effectively with pressere whiile maintaining focus and remalning positive, wptimistic,
and persistent even windér adversity. :

WORK BNVIRONMENT

The incumbent will werk in a climate-controlled office seiting environment with artificiat and
netural lighting, The incumbent will oucagionally ke wansportation or walk -to ether State
fucilition fo-attond meetiaus or hand-deliver documents i a variety of weathior conditions,



I have read, understand and cen perform ihe duties listed abmre 1 you believe ymﬁ may mqum :

#

acootunodation, please diseuss this with tiw hilddng ::upemsm

Employee Name (please print) ‘ Employse -s-'ign_;aturé S Date

1 have discussed the duties with ond provided a-vopy of this-duty statemont to the employee named dbove,

Supervisor Name (please print) ‘Supervisor signatice Date
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