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As a valued member of the Caltrans team, you make it possible for the Department to provide 3 safe, sustainable,
integrated, and efficient transportation system to enhance Califernia’s economy and Hvability. Caltrans is a performanca-
driven, transparent, and accountable organization that values its people, resources and pariners, and meets new

chailenges through leadership, Innovation and teamwork,

GENERAL STATEMENT:

Under general direction of the Staff Services Manager 1, the incumbeant will be responsibie for various functions In support

of the Office of Business and Economic Opporiunity's (OBED) activities. This Includes, strategic planning coordination,

faciitating Information Technelogy (IT) solutions, main Cal Card purchaser, Emergency Action Team bullding coordinator,

OBEQ web master, Training Administrator, facllity issues; and Inventory and Property Control duties.

TYPIGAL DUTIES:

Percentage
Essenilal (E)/Marginal (V)?

15% E

15% E
1w0% E
10% E
10% E
10% E

Job Description

The incumbent will be the liaison for OBEO's Strategic Plan. Duties will Include plan, develop,
and organize activitlies far Strategio Plan exercises and implementation. Track implernentation
with Branch Chiefs and Office Chiefs with timelines and deadlines. The incumbent will be the direct
fink to the Assistant Direstor regarding Strategic Plan activities.

The incumbent will be responsitile for the OBEQ web pages regarding the Small Business (SB)
and Disabled Vateran's Business Enterprise (DVBE). Research special assignments from
Assistant Director of OBEQ regarding SB/DVRE issues, Participate in the policy and procedural
development process by providing recommandations to managament on a broad range of issues
regarding SB/DVBE issues,

The incumbent will be the lead for IT solutions for contract evaluation processes, certification
processes, and other internal programsa of OBEQ. The main point of contact with external vendors
for IT solutions and present to managament as appropriate.

The incumbent will be the Emergency Action Team Leader for OBEO and will be responsible for
analysis of the quarterly update of the Emergancy Action Plan and all aotivities to Include meeting
with internal and external partnats to ensure there is total compliance with the Emergency
Evacuation plan, Coordinates with other programs in the building located at 1823 14th Street,
Sacramento, with regards to the plan; plans and facilitates quarterly meetings and coordinates all
emergency evacuation drills. Acts as the bullding safety officer, maintains the Health and Safety
reports, conducts guarterly safety drilltraining, and recruits volunteers for emergency evacuation
positions. Ensures employees maintain a safe work environment.

Tha incumbent will be the Facilities Coordinater, who will investigate, recommend, and implement
appropriate action(s) on all facility related compiaints and requests for services (i.e, lighting, HVAC,
restraom faciliies, janitorial, etc). Works with HQ Bullding Operations, contracted engineers,
rraintenance staff and OBEQ staff to ensure that facility Issuas and repairs are complated
acourately and timely, Takes and/or coordinates immediate action for all safety related faciiities
lssues. Tha incumbent advises OBEO managers of available space In the building and evaluates
the use of that space. The incumbent will complete form Std. 152 for all move reguests,

As the main CAL-Card purchaser, the Incumbent will have full responsibility for preparing,
processing the Visa CAL-Cerd purchases and involces. Prepares justifications and procurement
requests for non-expendable property purchases. Acts as the equipment and supplies and
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10% E
10% E
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recetving coordinator, ensuring items ordered are matched to purchase orders and involces.
Creates and completes a Purchase Order in the Advantage Management System (AMS) In order
fo reconclie the CAL-Card by the 10th of each month. Prepare and malntain a desk manual on
CAL-Card and update appropriately. |

The incumbent will be the the Subject Matter Expert for property Inventory and control; responsible
for overseeing the tagging and inventorying of equipment/property; coordinating the disposal of
surplusfunusable equipment, and processing forms for lost, stolen or destroyed equipment.
Develop and maintain an inventory spreadsheet that refiects the real-ime status of major and
sensitive aquipment, minor and non-tdurable equipmert and ensuring compliarice with the State
Adminfstrative Manual and Department policies. Oversees the physical inspaction and counts of
ail property and reconclle with the Divislon of Procurement and Contracts (DPAC) records. Aftend
and participate in quarterly telephione calls with Department Property inventory Control office.

The incumbent wil be the Agency Telephone Representative for OBEO and participate In quarterly
telephone cails regarding landline and Iphone igsues, Develop and maintain @ spreadsheet for
landline and lphones.

The incumbient will be responsible for computer equipment {laptops, conference phones) that is
inaned out io OBEQ employess. Maintain a calendar for equipment loans, Works with
Headquarters IT to schedule and miaintain Video Teleconference services and equipment,

Compile and avaluate training records to determine what training is necessary to stay In
compliance with Caltrans mandated training and OBEQ mandated fraining. Distrituie quarterly
reports to QBEQ Office Chiefs regarding employees training records. Process registration
paperwork for OBEO amployeas who attend conferences, meetings, and other training events and
ensures payment has been made to vendor, Conduct ressarch on conferences, meelings and
training events for OBEQ personnel. Prepare and maintain a desk manual on the registration
process and the Learning Management System program.

The incumbent will be the point of contact for Records Retention Schedule for OBEQ. Coordinate
with OBEQ branches 10 archive materlals ag appropriate. Prepare deparimental form, 87D 70,
Records inventory Workshest, and contact appropriate vendor for pick up of materials. Monitor
matarials in OBEQ'S storerooms for apprapriste retantion dates and notify branches of upcoming
dates of disposal or archive. Ratrieve matearials from State Records Retention archive as
appropriate, Prepare Records Retention Schedule in conjunction with Headauarters. Prepars and
maintain a desk manual on Records Retenticnh Schedule.

The incumbent will attend meetings, and braining, and other events related to the OBEQ program,

Facilitates OBEQ meetings as neaded to provide informatlon. Makes presentations on the program i
and prepares administeative reports. The incumbent will serve as a back up to the California Public |
Racords Act, legislative analysls, Small Business Council activities, human resource actions and |
budget duties. May alzo pick up and distripute checks (payroll, travel advances, travel |
reimbursemsnt).

TESSENTIAL FUNCTIONS are the core duties of the position that cannot be reassigned,
MARGINAL FUNCTIONS ara the miner tasks of the position that can be assignad to others,

SUPERVISION OR GUIDANCE EXERCISED OVER OTHERS

The Program Administrator reports directly to the Staff Services Manager |, Branch Chief, Program Operations Branch,

Office of Business and Economic Opporiunity,

KNOWLEDGE, ABILITIES, AND ANALYTICAL REQUIREMENTS ‘

The Program Administrator must be knowledgeable of the Caltrangs misslon, goals, program, laws, rules and policies of
the State of California. Must be knowledgeable of procurement methods. Must be able to effectively coordinate with
various levels of management and staff, communicate effectively orally and in writing, and also build and maintain good
cooperative working refationships both internally and externally. Must know OBEO's organizational relationship with
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irdernal and external governmental entities and the Agsistant Director's responsibilities with regard to OBEO programs
and functions. Abllity to evaluate situations accurately and takes effective action. Ability to plan, crganize, and prioritize
workload; deal tactfully and effectively with a varlaty of people with different backgrounds, experiences, and attitudes; and
handle sensitive and confidential assignments with tact and diplomacy.

RESPONSIBILITY FOR DECISIONS AND CONSEQUENGES OF ERROR

Decisions and actions of the Program Administrator affect Caltrans and the OBEQ image and ability to produce desired
results, Good judgment, tact, and the ability o communicate effectively are expectad. An srror in judgment coutd result in
improper management decisions at all levels, inaccurate financial reporfing, and mismanagement of Caltrans funds,
Incorract budget/personnel decisions and noncompiiance with statutory requirements. Erors may have a significant
impact on Caltrans internal and axternal operations.

PUBLIC AND INTERNAL CONTACTS

The Program Administrator maintains communication with varlpus levels, in the districts and headquariers programs,
within Caltrans on behalf of tha Assistant Director; and communicates with public and external State agencles, industry
representatives, and special transportation Interests external to Caltrans, inciuding legistators and Federal Highway
Administration officials. :

PHYSICAL, MENTAL, AND EMOTIONAL REQUIREMENTS

The Program Administrator will be requirad fo sit for long periods of time using a keyboard and video display terminal,
Engage In sustained mental activity to produce reports, problem solving, and analysis. Develop and maintain cooperative
working relationships, respond appropriately to difficult situations, and recognize emotionally charged individuals, issues,
or problems, and provide appropriate responses, Must be able 10 deal effectively with pressure and intensity and remain
optimistic and persistent, even under adversity. Must have the ability to multi-task and adapt to changes in priorities and

complete tasks or projects with short notice,

WORK ENVIRONMENT

Duties are performed in a climate-controlled office under artificial lighting. Normal work hours are from 8:00 a.m. to
5:00 p.m., Maonday through Friday,

| have read, understand and can perform the duiles listed above. (If you belleve you may require reasonable
accommodation, please discuss this with your hiring supervisor. If you are unsure whether you require rgasonable
accommadation, inform the hiring supervisor who will discuss your concerns with the Reasonable Accommodation
Coordinator.)

EMPLOYEE (Pring

EMPLOYEE (Signature) DATE

| have discussed the duties with, and provided a copy of this duty siaterment to the employee named above.

SUPERVISOR (Pring)

SUPERVISOR (Signature) DATE




