CALIFORNIA OFFICE OF TRAFFIC SAFETY (OTS)

Grant Coordinator

DUTY STATEMENT
'CLASSIFICATION TITLE | | DISTRICT/DIVISION/OFFICE, -
Associate Governmental Program Analyst | Office of Traffic Safety/Operations .
'WORKING TITLE o POSITION NUMBER = | EFFECTIVE

As a valued member of the OTS team, you make it possﬂ)le for the Office to lmprove traffic safety' e
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 direction of the Assistant Director of Operatipns, the incumbent

in this position is responsible for planning, developing, monitoring, and evaluating programs (grant-
project agreements) which assist the Office of Traffic Safety (OTS) in conducting a coordinated and
comprehensive statewide traffic safety effort.

TYPICAL DUTIES:

The above responsibilities ihclude, but are not limited to:

35%

20%-

15%

Explaining the traffic safety program and soliciting active participation in traffic safety projects;
assist in the on-site monitoring process by aiding in conducting onsite assessments, pre-
operational reviews and grantee performance reviews of funded projects; reviewing quarterly

- performance reports as well as final project reports; Assist with administrative evaluations of

completed projects; preparing correspondence and specific reports (Highway Safety Plan, Annual
Performance Report) as required and maintaining liaison with government officials and local
traffic safety authorities.

Assist in addressing traffic-safetyproblems-identified through the anaiySi'Sﬂof~staﬁsﬁcai—data4and7* -

other information available from State and local agencies. Under direction, Analyze alternative
countermeasure program proposals for potential impact, cost effectiveness, and whether or not
they are allowable and fundable within the limits of the program., : :

With supervi'sién develop comprehensive written plans that identify pertinent traffic safety
problems, objectives and proposed solutions including detalled task activities, costs and
implementation time- frames ‘

Participate on task fOrces, advisory committees, and at conferences involving participants from

Federal, State and local political subdivisions, private industry and special interest groups. .




SUPERVISION EXER CISED OVER OTHERS
None.

- KNOWLEDGE, ABILITIES AND ANALYTICAL RE QUIREMENTS

Knowledge of state and federal grants policies. Research, gather and analyze data on agencles sublnlttmg

proposals Oversee media events, press conferences task force meetmgs and advisory groups

CONSEQUEN CE OF ERR OR/RESPONSIBILI TY FOR DE CISI ONS -
Inaccurate or incorrect messages could jeopardize local and state funding for projects.- T1melmess is
‘essential to keep projects running in accordance w1th state and federal regulations.

PUBLIC AND INTERNAL CON TACTS ¥ :
~Coordinator conducts on-site meetings, coalition meetings, etc. Partlclpates in conference des1gn

‘development, planning and execution. Coordinator-has a very high level of contact and must act as equal |

or as traffic safety expert in meetings with Chiefs of outside agencies. Acts as speaker at media gvents,
presenter/moderator at conferences, and facilitator for task force groups.

PHYSICAL, MENTAL AND EMOTI ONAL REQUIREMENTS :

This position requires apprommately 20% travel, including overnight travel. Regional Coordinators must
be able to travel to the region for mectings with agency personnel, attend OTS Conferences and other
pertinent state and federal events.

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

Employee Name (please print) Employee Signature Date

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

Supervisor Name (please print) - : ' Supervisor Signature _ Date




