CALIFORNIA BEFAR’EMZEN‘I’ GF TRAN S?ORTATION

v EDUTY STATEMENT A
CLASSIFICATION TITLE - ,BX%I‘RECT/I)WISX(}N/(}FFXCE o
| Associate Infarmatmn System Analyst | D20/Anformation Technology/Executive/
' (Spe:cmhst) : Management Support/IT Cemzralzzed Procurement
_ |Branch '
, Wﬁmm TITLE | POSITION NUMBER EFFE}CTXVE .DATE
Contract Mamger o _ - ¢%0-1?9-14?0-924 ' Juneizl)lé

As a valued member 0£ the Caltrans team, you make it po&sﬁ}lﬂ for the D&paﬁment to improve the
mobility across California by being innovative and flexible; working cooperatively with team
~ members and others; and treating others fairly, honestly and with respect Your efforts are
impartant to eacli member of the team, as weﬂ as fhﬁse WE Serve,

Under general supemsmn of the Branch Chief, Infomatmn Technology (ET) Maﬂagement Support
Office, IT Centralized Procurement Branch, a Data Processing Manager 1 (DPM I), the Associate
~ Information Sysﬁems Analyst (Specialist) serves as a member of the IT Centralized Procurement team
for the Department. The incumbent has z‘espcmsxbihty for @n-gomg tasks related to IT -acquisition

processing as follows:

TYPICAL DUTIES:

40%  (E) Acts as the IT Management Support Office’s Contract Manager supporting all District 20
contracts. Assists IT staff on the more varied and complex IT Procurement and Contract
processes. Analyzes the most complex purchases and works with A¢counting and DPAC
to create a requisition in Advantage to ensure creation of a purchase order and payment.
Reviews all IT funded Purchase Requests for goods and services including EDP hardware,
software and maintenance, and gﬁn@r&? procurement such as office equipment and -
supplies. Incumbent reviews :contracts and confract amendments to ensure timely
processing and adherence to contract policies. Ensures compliance with the State
Administration Manual, Public Contract Code, State Contract Manual and DPAC policy.
Advises management of sensitive contract or vendor-related issues, inchuding all non-
competitive bids, and provides recemmendaﬁons for resolution.

30%  (E) Prepares and monitors reaccmmg IT maintenance and contract renewals. Analyze all T

purchase order documents for inclusion on the District’s annual Spending Plan. Tracks all
‘Division IT purchase requests to ensure they flow through the process correetly and tie to
the Spending Plan, Collaborates with the Office of the Chief Information Officer, IT
Division Chiefs’, DPAC and Accounting to renew hardware and software maintenance

“contracts. The incumbent performs in-depth analysis of Advantage teports to determine
appropriateness of purchases. If necessary, the incumbent works with the Resource
‘Manager to correct inappropriate u‘ansactxam Incumbent processes service contracts for
repairs and maintenance of IT equipment.
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15% (E) Review department IT purchase docmnents abdl IT sérvice c(mirac:ts for accuracy and

completeness. Obtain appropriate approvals, and prepare and submit IT Cemﬁcatwnz o

documents. Serve as a liaison with working staff in the Department’s programs to ensure
timely preparation and submission of IT acquisitions. Create reports or other
documentamm as dlrected v :

10% (B) The mcumbmt wﬂi manage a M8 Accsss, IT Procm'cment nmltmser database usad te o
track IT Procurements and Service Contracts. Provide detailed status and ad-hoc reports
to management. Establishes pmcedures, performance standards for processing Purchase
Requests and trains staff as necessary. Works with the Resource Manager to develop
internal and external contract reports. Rewews Advantage contract mparts to request the
movement of éncumbrances of to ::hsancumbar TEsoUrees. _

5% M) The incumbent baﬁk-ups other staff in the unit as needed, and may be aske(i to assist with
other duties/tasks, as assigned. The incumbent may be asked fo support other IT
Management office staff as well. Continually reviews various procurement contracts
(CSSL, CMAS, WSCA, etc.) to ensure camphance ‘with actual contracts ami contractzng
rules and state policws

The incumbent must possess a high level of analytical skills and have a good working knowledge of the
IT procurement and certification process. The incumbent must have the ability to communicate in
verbal and written format clearly, concisely and in a manner that is easily understood by the intended
audience. The incumbent must have the ability to communicate effectively with other techmical
personnel and program staff. The incumbent must be able to make rational and feasible decisions;
effectively evaluate the results and consequences of sucha decisions and actmtzes, as they relate to the
procurement of IT goods and gervices. ‘

The incumbent is responsible for decisions, actions, and consequences related to administration, as well
as resource management. Self-initiative and close attention to detail is raquired Failure to accurately
track purchases and/or identify and take advantage of cost-saving opportunities may result in incorrect -
purchase orders, billing errors, late deliveries and loss of funds, which may negatively impact IT’s
credibility with internal and external entities, Inappropriate disclosure of confidential information could
jeopardize customer relations and/or lead to embatrassment to the IT organization and the Department
and could have potential legal implications.
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PUBLIC AND IN’.EERNAL CONTACTS: |

The employee will have e}atemwe contact vthh m:stomers mclnéiag IT managers and staff, other
employees in the Department, and representatives from the vendor community, In addition, employee
will work closely with the Division of Procurement and Contracts management and staff, as well as staff
from Department of Generai Services. Presematmns will be expecteci iaased on work pmduct ;

Employee may be reqmred 1o sit for long periods of time using'a key%aoard, video display tetminal and
telephone. Additionally, the incumbent must value cultural diversity and other individual differences in
the workforce; adjust rapidly to new situations warranting attention and resolution; be open to change
and new mfonnatmn, adapfﬁ bﬁhavmr anci wrark methods in respmse to new mfamaﬁom changmg
_ capablhhea of differem peogiﬁ in dxffarem smlatzo 3 be taetfui and treat others with respeaz havs the -
ability to multi-task, aéapt to chag:xges in prmnﬁes, aﬂd cﬂmpiete tasks or pm; jects *wﬁh short notice.

WORK ﬁNVIRONMENT*

The incumbent will primarily work in a climate controlled env;mnmént ander amﬁc‘iai»hghtmg
Occasional travel may be required to attend meetings, evaluate training facilities and/or meet with
vendors. The position is located in the downtown Sacramento where parking availability is limited.

I have read, understand and can perform the duties listed above. If you believe you may requzre‘-
accommodation, please discuss this with the hiring supemsar

'VACANT | S o L
Employee’s Name (please print) ’ Emﬁlayee’s Signature _ Date

I have discussed the duties Wlth and provided a copy of thxs duty statement to the emplc}yee named
above, .

ELKE KLEINKE

Supervisor’s Name (please print) $upérviser’s Signature ' Date




