STATE OF GALIFORNIA « DEPARTMENT OF TRANSPORTATION
POSITION DUTY STATEMENT

PM-0024 (REV 7/2014) .
CLASSIFICATION TILE T _ OFFICE/RRANCHISECTION - ———
Associale Transporiation Planner ~_|District 2/Planning/Advence Planning -
WORKING TITLE FOSITION NUMBEHR EFFECTIVE DATE

PID development/Native American Lialson 902-800-4721-

_ As a valued member of the Caltrans team, you make it possible for the Department to provide a safe, sustainable,
integraied, and efficient fransportation system to anhance California’s etonomy and livability. Caltrans is a performance-
diiven, transparent, and .accountable organizafion that valuss its people, resources and pariners, and meels new
~ phallenges through Isadership, innovation and teamworlk. : _—

—————GENERAL STATEMENT: - '

Under the peneral direction of 3 Senior Transporiation Enginear, the candidate will assist, research and. prepare vatlous
planning documents such as Project initiation Documents (PID). The candidate will also act as a liaison on Native -
American tribal Iransportationissues and opportunities for Native American governments. The incumbent will be the
District's primary repressntative in government-to-government relations with the Native American tribes in District 2. The

lnpumbent wil) assiel distriol staff in carrying out federal and state planning procedures, laws and policies, analyze

technical Issues and respond to admintstrative requiraments.

Pearceniage Job Dascription
Esanntial {EYMargingl ()7 : .
Fmsies g v 2 L -iGollaborateiwithrvariols-functional units within District, Headquanters staff, and local iransporlation
S e o e planningiegendy employees to prepare PID Program correspondence, issue memos, data analysis
. and other wiitten:rmaterial as required. Responsible for preparing, reviewing, and assisting in the
G . devélopment of PID program guidance, technicel documents, and correspondence.

sy B - Lead resporideritfor information requests from federally recognized and unacknowledged tribai
< e oo ot -povernments:and.cominunities, public agencies and the genaral public on matters related io
.. ~coorgingtion:ang consultation with Native American tribal governments, communities and
ceeee . . .orgaMzations.. Goordinate Caltrans responges on lpcal development proposals affecting tribal
govemmants, communifies and crganizations.

15% E Develop partnerships with other agencies, the private sector, community-based organizefions, and
Tile VI/Environmental Justice communities to accomplish consistent plans, policies and and
creative solutions to transportation planning Issues. Administer iransportation planning grants, as
wall as, sman growihflvable communities/sustainable communities acltivitles inveolving the

_ gathering, analysis, and reporting of infermation petaining to transportation planning activities.

5% M QOther duties as required by management,

1ESSENTIAL FUNCTIONS are ha core dutles of the porilon thai cannot be reassigned.
‘MARGINAL FUNCTIONS are the minor lasks of the posilion that pan e nssigned 1o others,

SUPERVISION OR GUIDANCE EXERCISED OVER OTHERS ,

The position is non-supervisory; however, the Incumbent may be called upon to act in the absence of the supervisor for
short perleds of time.

KNOWLEDGE, ABILITIES, AND ANALYTICAL REQUIREMENTS ' :

The incumbent must bave knowledge of Caltrans organization, transportation planning, department pollcies and
procedures, an over-all perspective of the project development process, and projest management concepts. The
incumbent must possass the ability to apply and effectively cornmunicate aforementioned knowledge verbally and in
writing on & consistent basis.

The incumbent must have lhe ability to, based on planning experience and expertise, exercise good judgment on matters

AD A Noti For indiidusls with sonsory disablliins, this decument is avelnbla in altemalo loms, For sllermsie lormat in'lbx'rr'writidn, comact fha Forms
oulee Management Urit al {935) 448-9233, TTY 711, arwrila 1o Records and Forme Mensgement, 1120 N Slroot, M8-80, Sacramento, CA HEOIA.
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ralating to PIIY developnient and priortizafion; indepandently mterpret Project InTormation ang offer solulions 10
management; complete comprahensive reports; and be able to prioritize multiple tasks.

RESPONSIBILITY FOR DECISIONS AND CONBEQUENGES OF ERROR

The incumbent Is responsibie for axercising a wide degres of initiative in carrying out assigned duties, Considaration of
all Input and pertinent faclors is crucial to reaching conclusions and taking appropriate actions when coordinating the
development of programming documents and PID phase oversight. Ability 1o work indapandently, negotiate issuas with
othérs and take initiative is essential. Emors, poor Judgment or fallure to recoginize and comrmunicate critfcal issuas could
rasult in missed deadiinas; loss of programmable funds and subsequent non-delivery of projects. Ingumbent is

responsible for hisfher actions, decisionis, guality of completed worl and proper use of state tims, equipment and
malorials. : ,

PUBLIC AND INTERNAL CONTACTS

The incumbent raust maintain an effective, cooperative and professional working relationship with staff at 2l levels as
weidl-as with HQ Menagerent; District and Cantral Region management, Project Managers, local agencies and the public.

PHYSICAL, MENT AL, AND EMOTIONAL REQUIREMENTS
Employees may:be required to sit for long petiods of ime using a keyboard and video display terminal. The Incumbant

rust keep vp with the fast paced demands of the BHOPP management and PIl oversight, exiensive problem solving
and rapid complling of information for reports. Mus! hava the ability to multi-task, adapt to shanges in priorities and

complete tasks or projects with short notice. Most of the Jobs In the Division requira Interaction with many people;
=== Aherafora It is important that the employess work with othars in a cooperative manner. Employee shalt value cultural
-+ dliviskaity-and-other individitad Jifferenicey that may appear in the workforce. May be subject to and have the ability to

handle frate or intense public dr other projéct team members in & calm manner. Must be able to maintain emotional
contral during conflicta, Must be able to develop and maintain cocperalive-working relationships with those contactad in

* thi coursa of worl, commenicate effectively and respond sppropriately to difficuli situations: recognize emotionally

charged issues or problems and perform appropiiately for a situation. Must be able to deal effectively with pressurs,
maintain focus and intensity yel remain positive and persistent, even under adversity. Must behave in a fair and ethical
manher towards others.and demonstrate a:sense of rasponsibllity and commitment to public service. Must be able to

- sysiain mental activity to produce reports, problem solve, analyze and réagson solutions and take the initiative to

sffectuate appropriate actions.

Emotional Requires interaction with pacple at all tevels of the organization. It is important te develap good working
relationships and work with allin a Sooperative manner. Requires the ability to resolve emotionally charged issues
reasonably and diplomatically. Must be able to multi-task, adapt to changes In priorities, and complete tasks or projects

- with short notice.. Must be able to ereate a work environment that encourages creative thinking and innovation,

Incumbent must pessoss o valid California Drivers License

WORK ENVIRONMENT -

The incumbent will recelve general direction from the Senior Transportation Engineer. The incumbent will exercise a
wide latitude of independent acllon and will ba expactad to handis day-to-day decisions and tasks related to project
development and the Native American related issues. .

Whille at their base of operation, the incumbent will work Indoors in a climate-controfled office under artificial Hghting.
Activities include, but are not limited to, sitting for prolonged periods of Hme while using the telephone, keyboard, and
video display terminal. Keyboard use will be approximately 75% of the time. May require employes to waik long hours
and vacations may be restricied during eipected andfor unexpected peak workioad periods. Vislting the projact site may
involve exposure to vehioular traffic, construction eguipment, dust, weathser extremes, and watking on uneven surfaces

_and climbing slopes.

| have read, undersiand and can perform fhe dulles listed above, (if you believe you may require reasonable

~gecommodation; please discuss this with your hihg supervisor, i you are unsure whether you require reasonable

accommadation, inform the hiring supervisor who will discuss your concems with the Reasonable Accommodation
Caoordinator.)

EMBLOYEE (Prin T
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EMPLOYEE {Signature) DATE

I have discussed the duties with, and provided a capy of this duty statement to the amplovee named above,

SUPERVISOR (Prind)

SUPERVISOR (Signatiire ' ' ' DATE




