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STATE OF CALIFORNIA + DEPARTMENT OF TRANSPORTATION
POSITION DUTY STATEMENT

PM-0924 (REV 7/2014) - N

CLASSIFIGATION THTLE OFFICE/RRANCHSECTION * =
Assoclate Governmantal Program Analyst RISTRICT-04-MAIMENACE {Maintenance Support)
WORRING TITLE BOEITION NUMBER EFFEGTIVE DATE
Budget Analyst 904-608-B393-xxx%

As a valued member of the Callrans team, you make it possible for the Depariment to prowde a safe, sustainable,
Integrated, and afficlent fransportation system to anhance Callfornia’s economy and livebility. Caltrans I8 a performancs-
driven, transparent, and accountable crganization that values its peopls, resouwrces and pariners, and mesis new
challsnges through leadearship, Innovation and teamwark,

GENERAL, STATEMENT:

Under the general direstion and supsrvigion of the Managsr, Maintenance Support, a Maintenance Manager |1, tha
Assoclate Governmental Program Analyst is respensible for the analysls, preparation, end monitering of the budgstary
and fiscal data (Personal Services and Oparating Resources) for the D4 Maintenance Division, which encompassas
multiple funding resourses: Stats Highway, Reimbursement (Bay Area Toll Autharity), and Storm Water, The Incumbent
acts Independsnily performing eritical program workload and must have regular and punctual attendance In order to

maintaln the budgetary requirements. As an Assoclate Govermental Program Analyst, the Incumbent will he rasponsibte,
but not fimited fo the followlng dutias:

IYPICAL DUTIES;

Percantage Job Descrlptian
Essantlal (Eyhargina) (b}

40% E Monttar and analyze budgetary data such as allocations, expenditures, and encumbr:mces and
take appropnate actions, This includses ongoing budget status reporting to managament,
oogrdination of spanding with aach branch and fleld office within the division, digtiet budgets
office, and headquarters maintenance budgets office, !

35y & Prepara and develop financial reporting spread sheets, reports and present and coordinate with
- ' marmgemerzt and staff. Analyze tinansial regerts dind dévelop stralegies Tor maxiniizing resources
- for the division, Analyses current msthod for accounting of program budget and coordinates wlth
division management for any needed changes

0% E Prepare and moniter the Division's siaffing plan and adjust as needed.
5% B Rasalve issues i"agar'ding contract, contract delegation, and encumbrances.
5% M Coordinate with Heaclquarters: Accounting Divislon and tha Maintenance Division regarding
allocations, spending and paymant issues.
5% M Prepare and coordinate Budget Change Proposals (BCP) as needsd,

TESSENTIAL FUNCTIONS are ths core dulids of the posifion that sannot be reassigred.
MARGINAL FUNCTIONS are the minor tasks of the posllion that can be assigned to others.

SUPERVISION OR GUIDANGE EXERCISED OVER OTHERS
This position does not supervise staff, but may act as a lead person as neaded.

KNOWLEDGE, ABILITIES, AND ANALYTICAL REQUIREMENTS
+ Knowledge of tha Stidte's, Department’s, Division's, and District's budgetary principals, fiscal process and goals.

» Knnowledge of the Department’ aceounting system, oparaticns, and coding struciures.

» Knowlecge of transportation acenomics and financing factars wilh the District Maintenance budget.

AD A Notice Forindiviluals wilh gensory disaBllitles, this dosumenl 1s aveiiabie In aliernals formats. Eoratlamale forront nfuemation, comact tha Fomma
_ Management Unit at (215) 445-1233, TTY 711, o wilte fo Racords and Forma Management, 1120 N Straal, bS-98, Sacramante, £A 95014,
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» Krowletdge of the principals, practices, and trends of govemmental budgets, management analysis, accounting
pringiples and practices, and purchasing and contracting out frinciples and praclices.

« Ability to analyze and evaluate highly complex budgetary-policies and procedures to develop courses:of actions.

» Ability to svaluate voluminous amaunt of finanglal dats and develop conclusions and courses of actions within a very
shiort raspoise trnsframe,

» Ability to present budgétary'infoﬁnaiibn ant data sffectively both orally and In writing lo internal deparimental staff and
outside agenties and arganizations.

» Ability- 1o advise and consult with management engineers, maintenance region managers, on complex budgstary
information and policies. _

« Ability to comprehend the diverse issues affecting the Division of Maiﬁtmﬁance,

« Ability to establish and maintain a coopérative wotking rétationship.

+ Ability to ba seif-reliant and take independent actlons as neaded to resolveiissuss.
+ Ability to run and Interpret various departmental financlal reports.

» Ability to use the personal compiter with thase software applications: Windows XP | Exval, Word, Actiss, Powsr Point,
Ory. Plus, Advantage, Datalink, and Outiook,

NEAND GONSEQUENCES OF ERROR
The maumbenf is tha District I}ivzsien of Mairtenarios butfgatary and figeal services, therefore, hefshe is accountabls for
thase dacistons ar thelr impact uporr thé Division of Malntenance's sffectiveness. Erors In [ldgmentcan cause a

majar naqative irpact on seven mainténande régions and two ergineering offices. - The end result of errors may resultin
delayed repairs to the highway, thus impacting the travsling pubiic.

Additionally, the incumbent errars will have a major impact upon the District's commitments since the District Division of
Maintenance has over 45% of the District's personne! staffing, a significant portion of the District operating budget, and:a
major-porion of the malerials and ayuipment budget.

PUBLIC AND INTERNAL CONTACTS

The incumbent has extensive patsonal contact within the Distriet Divislon of Maintenance, district offices and
Headaquartars control effices. Whanaver rasomimandations must-bie made anid-plans formilated in determining lhe
distrbution of limited resotrces, the Incumbent’s sontacts aréoftén-complex and sensitive in nature, Wheress-gach

enitity is-involved in promoting fts own programs and opinlons; the moimbant must be able 1o cormunicate genuine
conearn for thase positions without losing slght of the overall program goals, mission, and objectives.

PHYSICAL, MENTAL, AND EMOTIONAL REGUIREMENTS |
Ihcumbent may be reguired to sit for fong.period of time dsing the keyboard and 'VEH@G,‘d'ispiay terminal,

| hava Fead and understarid the dutles fisted above and can perford them withiwithout reagonable adeommaodation. If
you belleve you fiay require feasonable decommodation, please discugs this with the hiving supervser. If you are unsure

whethéer you requlre require reegonable accommodation, Inform the hirlnig supervisor who will disquss your concerns with
the Reasonable Actoimmodation Coordingdlos,

WORK ENVIRONMENT

The incumbent will work in & climate controllad office urider artificial light. [ncumbent may also be required to tmvel for affe

site locations for raeting.
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i have read, understand and can perform the dulies listed above. (if you heligve you may require reasonable
accommodation, please discuss this with your hiring supervisor, If you are unsure whether you require rezsonable
accommudation, Inform the hiring suparvisor whoe will discuss your toncems with the Reasonable Accommaodation
Coordinatar.) : . '

EMPLOYEE (PAnD

EMPLOVEE (Signature) ' \ TOATE

[ have discussed the duties with, and pfovided g copy of thia duty statemeant to the smployee named above,

SUPERVISOR (Print)

SUPERVISOR (Signature) T DATE




