STATE OF CALIFORNIA - DEPARTMENT OF TRANSPORTATION
POSITION DUTY STATEMENT

PM-0024 (REV 7/2014)

GLASSIFICATION TiTLE CFFICEBRANCHISECTION

CALTRANS HIGHWAY MAINTENANCE SUPERVISOR DIMAINTENANCE SPECIAL CREWS

WORKING TITLE FOSITION NUMBER EFEECINE DATE
CALTRANS HIGHWAY MAINTENANCE SUPERVISOR 801-658-8301

As a valuved member of the Caltrans team, you make it possible for the Depariment to provide a safe, sustainable,
integrated, and efficient transportation system to enhance Califomia’s economy and livabitity. Caltrans is a performance-
driven, transparent, and accountable organization that valuss ils people. rasources and partners, and mests new
challangaes through leadership, innovation and teamwork.

GENERAL STATEMENT:

‘Waorking under the direction of a Callrans Maintenance Area Superinlendent, the incumbent is rasponsible for the

- supaervision and operation of all maintanance aclivities by the assigned unit.

TYPICAL DUTIES;
Percentage Job Qestription

Exsenthl {E)Marg’ral (M)

-~ Supervise and participate in a wide range of work projects undertaken by the assigned unit. Such

projects incluse, but-are:not kmited to, complation of traffic installation orders and the maintenance

SRR of existing inventory of signs, siriplng and pavement marking.

o0 B 7o . Schadule and planwork for the assigned unit. Ensure required parsonnel, materials, and

S e oosduipment is available: Prepare necessary work plans on a daily, weekly, monthly and yearly

-Yasls. Inspect right-ofwiay and recognize deficiencies and hazards in order to initlate appropriate
actions. o

-~ Reispond to emergencies-and major incidents such as traffic accidents, highway spills, floods, and

. :storms. Incumbent miay be required 1o attend state provided training classes, partinent lo the
maintenance activities associated with state faciities and achleve cerlificalion status where
necessary.

C40% - E - In aiimaly manner, submit caily, weekly, and yearly records and reports. Such racords and

raports include, but arg nol imited to, timekeeping, projects. traffic control, traffic delays, major

Jnuidents, highway damage, highway spills, hazardaous waste, hazardous materials, personnel

w-gvaluations, materials, purchases, fuel, equipment, car-tags. stermwater, and any other report or
record 8s requested.

g% B :nspect faciiities and equipment in order to ensure State faclities and equipment are used and
R : -maintained properly. Make inspections for and assist in solving encroachment and permit issues.
5% E Conduct safety meatings and other trainlng. Ensure staff is properly trained and qualiffied o

perform assignments. Manitor crew work habits and conditions 1o provide for the safety of the
crew and public.

g e fminister-departmental-poliey-and-procedures—Maintain-erew-morale-and-diseipkne—Anawer

employee and public questions regarding maintenance policy and procedure wilh tact ang
courtasy. Ensure deparimental policy and procedure is being carriad out,

TESSENTIAL FUNCTIONS ara the gors Hutles of the poskion that cannat be reassigned.
MARGINAL FUNCTIONS are tha minor fagks of the pusition that can be assigned io othars,

SUPERVISION OR GUIDANCE EXERCISED OVER OTHERS

This is a supervisory position.

Incumbent will direstly supervize the assigned unil. Incumbent will be required to establish and raintain control aver the
entire operation of the assignad unit, and to clearly be the parscn In charge. Incumbent will use proper disciplinary
procedues when needed, but will also work with and develop subardingtes into a productive team of motivated
employess.

ADA Notice For indlvidus’s with mnscry'd«sahi‘iiﬂm. tvis dosument ls avalitla I aftemate lormats. For Information, eath [916) 445-1233,
: TTY 711, or writh to Recards and Forms Mansgamant, 1120 N Streat, M35-89. Sacramentn, CA 95814
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KNOWLEDGE, ABILITIES, AND ANALYTICAL REQUIREMENTS

Must have a thorough knowladge of materials, methods, squipment, and tools used in highway maintenance and
construction; operation of a maintenance area and the maintenance of equipment and tools used in highway
maintenance and snow remaval; ihe cperating charscteristics of the Maintenance Management System, Maintenance
Manual Volumes § and 1], Safely Manual, Cade of Safe Practices, and Guide to Employee Conduct and Discipiine, and alt
other manuals or guides perfaining to highway maintenance work and workers. Incumbent must have a working
knowledge of the IMMS Computer program. incumbent must also have knowladge of provisions of the California Vehicle
Code as it periains to the loading and operation of motor vah:cles. and rules and regulations pertaining to highway
maintenance practices..

FPossession of a valid Class C California Driver License.

" Abllity to supervise and direct the work of subordinate members of the aseigned unit and to work safely around high-
density traffic.

Ability to work effectively alona or with others.

Must be able to analyze various work situalions scourately and make sound decislons,
RESPONSIBILITY FOR DECISIONS AND CONSEQUENCES OF ERROR
Errors may endanger co-workers anc/or the public. Error may also cause a waste of time and waste of tax dollars

: through exira axpensa in the maintenance of highways, or damage to State equipment and facilities. Fallure to make o
o timely. and:proper. decisions tould endanger hurnar lives and proparty, and result in lawsuits,

PUBLIC AND INTERNAL CONTAGTS N
- -Raquirad to-maintain good relations with members of the public and employaes from the same and other departments
within Caltrans; as well as other.agencies. May have contact with other public agencies and privata individuals almost

daily:in-the course of assignmant.. Contacl may:be:with hastite public, and employae is expacted to maintain a favorable
publsc image for the Stata. At imes may deal with the media.

PHYSICAL, MENTAL, AND EMOTIONAL REQUIREMENTS

Bome of this position:is labor intensive. Incumbent must have physical ability to react quickly to errant metosist and do
strenuous hand and mechanical iabor.

Haaring should be adequate to hear warning devices used for worker safety, i.e. look out alarm devices, Including vehicle
orns used to warn employees of eminent danger at the work site. Corrected hearing is acceptable.

Sight needs 10 be comected 1o the State of Califomia Dapartment of Motor Vaticles standards ior sale vehicle driving.
Night vision must be good for safaty when working after dark.

WORK ENVIRONMENT

Required io work in a wide range of sometimes exireme conditions, mcludlng heat up to 100 degress, coid to 20 dagreas
You can be exposed to strong wints, rain, sleet, and snaw while performing your assignments.

Personat sately requirements include: '

A. Wark boots, in good and sturdy condition, must be wort to provide foot and ankle support protaction.
B. E#her long or shori sleaved shirts provided by Calirans, or a safety vest Is to be womn over non-safety shirts or coats.
C. Long pants. No shorts or cutofis.

D. Pravided safety gear; hard hat, safety glasses. heering protaction devices, face shields, gloves, respirater, chaps, or
other safely gear must be wom when required by the Department. ,

I "have read, understand and can perform the duties listad above. (f you believe you may regquire reasonable
accommodation, please discuss this with your hiring supaevisor. ¥ you are unsure whether you require reascnable
accommodation, inform the hiring supervisor who will discuss your concerns with the Reasonable Accommodation
Coordinator.)
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EMPLOYEE (Print)

EMPLOYEE (Blgnature) DATE

{ have discussed the duties wilh, and provided a copy of this duly statement to the empioyee named above.

SUPERVISOR (Print)

SUPERVISOR (Signature} ' DATE




