CLASSIFICATION TTTLE DISTRICK/DIVISION/OFFICE
Associate Govetnmental Program Anaiyst ‘BQ/Budgets/Capital and Finance

Assoviate Govesnmental Program Analyst | 900-082-5393-xxx

WORKING TITLE © [ POSITION NUMBER _EFE!’EB(Z"I‘M

As o valued member of the Calivans teain, You make it possible for the: Beghﬂmmt of
Transportation (Caltrans) to improve wobility acress California by belng imnovative:
snd fexible; veporiing o work #s sche@uled; working cooperatively with team members
and others; and treating others fairly, honestly and with fespect. Vour eﬁor&s wre

Important to ench member of the toam, aswell aﬁ tlae&sa WeServe.

Under ‘tkmgemml drxecmom of “éhe Staff ﬂervim Mﬁnager I, Reveinie Fumcasﬁng and

- Finanoial Analysis Branch, the incumbent is tesponsible for collevtion and analysis of
financial infotmation for Caltrans’ various finds & accoutits, -This includes indapcnéenﬂy .
researching and prepating ad oo reporty and responditig to financial drills imﬁa’te& by

mtemai and external sovrces, Dutles inelude, but avenof limited: tm

?amen&age T Job i’?ﬁsm‘ipﬁou
Hsvential (E)I\Max:ginal (M)

50% (E) Rﬁm}), collest, and orpanize ﬁmncial informution on & var{ﬁty of subjects

acting Caltrans’ various fonds and accounts. Tndependently analye ll

actwi for nssigned funds, and pmwde ‘weekly, monthty, quarterly, and

aniwmal Tepirts fo management regarding the status of the funds: Complete
Fund Congdi
requested by the Department of Finanoe &y needed. Forrmulate responses to
requests initiafed by both internal aud external sonrces regarding Caltrans®
vevenves, expenditutes, funding, pograns, accounts and other financial
infbrmation, Provide complex analyses regarding & varicty af matters that
conld impact’ Calteans resourees, memﬁiag (but not Timited to): fiel
- consumption. treads, changes in logislation reliting to teansportation
revenues, shori<term and long-term laansa and ensure accurats distribafion
of tax revestigs. Develop reports pestatnlay o financlal and budget issues
for presentation to the Califorsis Trans,
and to Calirars managenzont. Cﬂn&nuaﬂy analyze the cash flow model and

apdate accordingly.

25% (B) " Apply varieus analyﬁcai iechniqm in roviewing proposed ami new .
' legislation 1t order to determing and teport possible ithpacts on Calirens®

resources and programs.  Prepars smelybieal date for inclusion in

- presentations to the C{xmnussmn external stakeholdors, and/or Calteans

managsment,

10%(E) | Monttor, track, and compars actuale@endihms against projections, anci
AGPA ' :
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tion Statenments, Schedule JORs; and respond o finsneial deills

ortation Commission (Commission).

engure-that the model is accurate in reﬂecnng Caltvany’ apendmg tr:ends angd

e L]



research the canse of varlances, for a&ngned funds. Modify and maintain
compter modely to forevdst revenue and expenditure trends.

10% (B Act in Jead capdcity for large/complex projects. Dutics miay include
preparing the Caltrins anmunal Transportation Financing Package (a complex
flowehart of rovenue sources and disbursements), Budget Development
soordination, Legislative Analysis eoordination, Weekly Cash Mmmagement
Repiott coordination; and other such duties.

5% (M) Other duﬁwasmquited...

amm daesnaf: exeroise Tiroct supmlsm, hewever, the incambent tay be assigned a

lead role in toordinating the work of others for large projects.

The incumbent must possess extensive cnmputef skills (imiuﬂing EBxeel, Wond, and
PowerPoint), excellent writing skilly, kvowledpe of bodget development, and an -
understanding of accounting, economics, statistics, and foreeasting methods, Must-have the
ability to reason logically and use various analytioal techniques to evdluate financiel,
budgetary and economic issues and make recommendations, Must be able to monitor and
evaluate financial and budget data that covers a wide range of activities; and evaluate the
completeness and reliability of finuncial data. The incumbent nust consistently practice the
principles of completed staff work; be able to de@e@t problems and ‘make decisions to
expeditiously make corrections,

Mist have the ability to- communicate sffectively; prépare md pte&ent technical information
in o format that emphasizes the points that are’ most meantngful for management. Must be

. able to establish and mainisin cooperative working relationships and to work effectively with

others to develop and fmplement Solutions 1o s@ﬂsztw@ and comjﬂex probleps,

Erx:ors Oﬁn 'lead mm mia’udyxwﬁm"th@plmmmgaf mlfmtanonwe)qmdttams, eritieal
foss of certainty in vevende aud financial forecasting, and Caltrans being fu violstion of
constitutional or statutory wcgmmmm pertaining to the use of fransportation TRSoUrCes,

This .pesftmn mqmm fraqum caﬁtas:t Wi‘&h all Tevels of Caltrans mmagﬁmenf and staff and
ocoasional contact with the California Tmspertaﬁon Cammﬁgiam, mpammnt of Finanoe,
atid other State: agecncies '

Employge mu.%ava ablﬁty t@da theibllnwmg 'ﬁxt fm Eang genods of time ysing a
keybosrd and video display tonuinal; develop and mwinthin cooporative - working

- relationships; coneentrate in order to review and créate documents and et sfrict deadlines;.

grasp the estence of new information; master new fechnical koowledge; mullitask; adapt to-
changing priorities; complete oy or projects ‘With short notice; desl effectively with
pressure; exercise a high degres of independence in carrying out fhe agsigned duties; and
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maintain focus and intensity yet romain 0pumrs§ia and pessistent even wnder adversity.
Cundidate must be able to perform jo’b duties effectively-under rigid time constraints and
pressure.

Bmploywwil{ wurk masmv«stoxy climate mntmlled office under artificial light. Working
houss will be sot sometime hetween 7:00 a.m. dnd 6:00 pun. Overtime ma:y be requimd during
time of peak workload. : '

1 have read and understand the duties Yisted ebove end can perform them with/without
reasonzble accommodaton. (If you believe you inay requite weasonsble accommodation, -
please discuss this with the hidog supervisor. I you ave unsure whether you require
reasonable accommodation, inform the hiring supervisor who will disouss your concerns with
the Reasonable Acoommodation C«mrdinatam) ' .

EMPLOYFRE DATE.

1 have discussed the dities with m}d provided a cepy af this duty statement to the ﬁmployee named
above,. »

- SUPERVISOR T T T T RATE.
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CALIFORNIA DEPARTMENT OF TRANSPORTATION

DUTY STATEMENT
CLASSIFICATION TITLE DISTRICT/DIVISION/OFFICE
1 Staff Services Analyst HQ/Budgets/Capital and Finance
WORKING TITLE 7 POSITION NUMBER EFFECTIVE
Staff Services Analyst _ 900-082-5157-xxx

As a valued member of the Caltrans team, you make it possible for the Department of

Transportation (Caltrans) to improve mobility across California by being innovative and .
flexible; reporting to work as scheduled; working cooperatively with team members and

others; and treating others fairly, honestly and with respect. Your efforts are important to

each member of the team, as well as those we serve.

GENERAL STATEMENT

Under the direct supervision of the Staff Services Manager I (SSM 1), Revenue Forecasting and

* Financial Analysis Branch, and lead direction from an Associate Governmental Progrem

Analyst, the incumbent is responsible for collection and analysis of financial information for
Caltrans’ various funds & accounts. This includes researching and preparing ad hoc reports and
responding to financial drills initiated by internal and external sources. Duties include, but are
not limited to:

. TYPICAL DUTIES

Percentage Job Description
Essential (B)YMarginal (M)

40% (E) Under the gnidance of a lead analyst or the SSM T research, collect, and
organize financial information on a variety of subjects impacting Caltrans’
various funds and accounts. Analyze all activity for assigned funds and
provide weeldy, monthly, quarterly, and apnual reports to management
regarding the status of the funds. Complete Fund Condition Statements,
Schedule 10Rs, and respond to financial drills requested by the Department of
Finance as needed. Agsist in the research, recommendation, and formulation of
responses to requests initiated by both internal and external sources regarding
Caltrans’ revenues, expenditures, funding, programs, accounts and other
financial information. Provide analyses regarding a variety of matters that
could impact Caltrans resources, including (but not limited fto): fuel
consumption trends, changes in legislation relating to transportation revenues,
short-term and long-term loans, and ensure accurate distribution of tax
revenues. Assist in the development of reports pertaining to financial and
budget issues for presentation to the California Transportation Commission and
to Caltrans management. Continually analyze the cash flow model and ensure
that the model is accurate in reflecting Caltrans’ spending trends.

30% (E) With guidance, assist in the analysis and review of proposed and new
legislation in order to determine and report possible impacts on Caltrans’
resources and programs. Provide analytical support for lead on various
projects, as needed. Assist in researching and preparation of analytical data for
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inclusion in presentations to the Commission, external stakeholders, and/or
- Caltrans management.

25% (B) Assist in modifying and maintaining computer models to forecast revenue and
expenditure trends as well as ongoing monitoring of actual data as compared to
projections.

5% (M) May be required to act as a lead on various projects.

SUPERVISION EXERCISED OVER OTHERS

None.

KNOWLEDGE, ABILITIES AND ANALYTICAL REQUIREMENTS

The incumbent should possess computer skills (including Excel, Word, and PowerPoint), basic
writing skills, basic knowiedge of budget development, and a prelimiary understanding of
accounting, economics, statistics, and forecasting methods. Must have the ability to reason
logically and use various analytical techniques to assist in the evaluation of financial, budgetary
and economic issues and to make recommendations. Must be able to monitor and evaluate
financial and budget data that covers a wide range of activities; and evaluate the completeness
and reliability of financial data. The. incumbent must consistently practice the principles of
completed staff work; be able to detect problems and make recommendations for corrections.

format that emphasizes the points that are most meaningful for management. Must be able to
establish and maintain cooperative working relationships and to work effectively with others to
develop and recommend solutions to sensitive and complex problems.

CONSEQUENCES OF ERROR / RESPONSIBILITY FOR DECISIONS

Errors can lead to serious misjudgment in the planning of transportation expenditures, critical
loss of certainty in revenue and financial forecasting, and Caltrans being in violation of
constitutional or statutory requirements pertaining to the use of Caltrans’ resources.

PUBLIC AND INTERNAL CONTACTS

This position requires occasional contzct with Caltrans management and staff, the California
Transportation Commission, Department of Finance, and other State agencies.

PHYSICAL, MENTAL AND EMOTIONAL REQUIREMENTS

Employee must have the ability to do the following: Sit for long periods of time using a
keyboard and video display terminal; develop and maintain cooperative working relationships;
concentrate in order to review and create documents and meet strict deadlines; grasp the essence
of new information; master new technical knowledge; multitask; adapt to changing priorities;
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complete tasks or projects with short notice; deal effectively with pressure; exercise a high
degree of independence in catrying out the assigned duties; and maintain focus and intensity yet
remain optimistic and persistent even under adversity. Candidate must be able to perform job
duties effectively under rigid time constraints and pressure.

WORK ENVIRONMENT

Employee will work in a six-story climate controlled office under artificial light. Working hours
will be set sometime between 7:00 a.m. and 6:00 p.m. Overtime may be required during time of
peak worldoad.

1 have read and understand the duties listed above and can perform them with/without reasonable
accommodation. (If you believe you may require reasonable accommodation, please discuss this
with the hiring supervisor, If you are unsure whether you require reasonable accommodation,
inform the hiring supervisor who will discuss your concerns with the Reasonable
Accommodation Coordinator.)

EMPLOYEE DATE

I have discussed the duties with and provided a copy of this duty statement to the employee named
above.

SUPERVISOR DATE
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