STATE OF CALIFORNIA + DEPARTMENT OF TRANSPORTATION
POSITION DUTY STATEMENT * *

PIM-0924 (REV 7/2014)
CL‘ABSIF!OATION TITLE OFFICE/BRANGH/SECTION

- . Galtrans Maintenance Supervisor . .. |03/709 Suttet/Sierra Region , e
WORKING TITLE POSITION NUMBER : . - . |EFFECTIVE DATE
-Caltrans Maintenance Supervisor - Snow Area . 903-708-6301-XXX . ¢ : :

e - As-a valued member of-the Caltrans team; you make it possible for the Department to- prowde asafe, suatammble.

integrated, and efficient transportation system to enhance California’s econoltiy and livability: Caltrans i& & petfarmance-
driven,- tranaparent, and accountable organization that values its people. rescurces and partners and meets new
challenges through}eadershlp, innovation and teamwork. B o . S e

GEN EBAL STﬁTEMENT

The incumbent will be a Snow Territory Superwsor Under the direction of a Caltrans Area Supenntendent lncumbent s
responsible for the operation of a tountain teriitory.: Incumbent will direct and coordinate maintenance and snow
removal operations with the crew assigned te this territory. Incumbent will be expected to take charge and- mamtain
control of a difficult area. Incumbent prepares the territory show retmoval and maintenance plans, assigns work; glves
instructions, maintains discipline, organizes and oversees work. Supervises subordinates atid promotes morale ahd
teamwork within this area. Makes field inspections and reports; prepares correspondence, does work delegated by the
Area Superintendent, and any other duties as required. Will represent the Area Superinfendent when required. Will be
responsibie and accountable to the Arsa Superintendent at all times for the performance of this.

TYPICAL DUTIES:

Percentage Job Daserlption .
Essential (E)Marginal (M) .
3% E SNOW REMOVAL is extensive ard a high priority item during the winter season. Hefshe will

defermine size of crews needed, equipment placement and use, and hours worked. Larger crews
oh duly during the winter present problems with control, supervision and discipline.  Incumbent will
be expected fo malntain control and discipiine and, at the same time, promote a high state of
morale among the workers, Incumbent wili be expected to know the proper methods of snow
removal and ice control, and assertain these methods are followed. Hefshe will work together with
adjolning Supervisors and the Area Superintendent to determine when chalnh controls go up or
dowh and when roads are ic be closed or reopened.

35% E MAINTENANCE OPERATIONS will require incumbent to be respansible for direct supervision of
crew while they maintain functional highway maintenance, operate maintenance equipment and do
miscelianeous labor work in connection with the malntenance of the highways, Hefghe will be
responsible to plan, schedule and oversee work which will include, but not be limited fo, grading
shoulders, paving and sealing roadbed, repairing road structures, digging or repairing drain ditchas
and culverts and other miscellanapud labor tasks and work as required. Incumbent will be
responsible to prepare purchase arders, acquire needed eguipment, schedule persohnel, and

S— . notify/coordinate-the projectwith-all-concemed-entities including, but not limiled-te-the-Reglon-—--—————

Office, Public Affairs, District Gonstruction, businesses, and public/government agencies.

10% E In a timely manner, submit daily, weekly, and yearly records and reports. Such records and
reports include, but are not imitad fo, timekeeping using IMMS and 5taff Central, projects, traffic
carirel, iraffic delays, major incidents, highway damage, highway spills, major incidents,
hazardous waste, hazardous rnaterials, personnel evaluations, materials, purchases, fuel,
equipment, and any other report of record as requested

5o E Incumbent is responsible for all vehicles assigned or obtained on a borrow and loan basis used by .

‘ his unit. is responsible for assuring proper use, maintenance, and record keeping for all
equipment assigned. Perform B months safety inspections on equipment.

5% E Inspect facilites and equipment in order to ensure State facllities and equipment are used and
maintained properly. Make inspections for and assist in solving encroachment and permit issues
5% E : Conduct safety meetings and other tralning. Ensure staffis properly trained and qualified to

perform assignments. Moeniior crew work habits and conditions fo provide for the safety of the ‘
. crew and public.
5% E Administer departmental policy and procedures. Malntam crew morale and discipling. Answer
employze and public guestions regarding maintenance policy and procedure with tact and
courtesy. Ensure departmental policy and procedure is being camied out, - --------

Far Individuala with sensary disabifities, this document Is available in altlerale fotmals, For infarmation, call (818) 445+1238,

ADA Notlee 11y 711 o uite to Records and Forms Management, 1120 N Strest, MS-80, Sacramento, GA 95814,
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-~ This is & guparvigory position, - [noumbent wilk dlrectly superyiss- the assigned unit. Inoumbent will be raqurred to establzsh-_‘ :
~ rand haintain control over the entire operation of the assigned unit, and to clgarly be the person.in charge. Incumbent will

¥# B 7 ¢
TESSENTIAL FUNCTIONS are the core duties of the position that cannot be reassigned,
MARGINAL FUNGTIONS are the minor tasks of the poaltion that can be asslgnadto others tesn

SUPERVISION OR GUIDANCE EXERCISED OVER. OTHERS - -

use-proper disciplinary procedures when needed but-will also WQrk W|th and develop su bordlnates mta a productwe team- -
of motivated employees. : . Comnd :

: - gonstruction;: operation of a maintenance area and the maintenance. of eguipment and tools uged: inhighway -
. -malntanancs and snow removal: the operating sharacteristics of the Maintenance Management System, Maintenance

. other manuals or guides pertaining to highway maintsnance work and workers. - Incumbent must also have knowledge of

E -provisions of the California Vehicle Code as. it pertains to the ioadmg gng-operation of motor vehicles; and rules and

KNOWLEDGE, ABILITIES, AND ANALYTICAL REQUIREMENTS - :
Must have a thorough knowledgs of materials, methods, squipment, and tools used in highway mamtenanc:e and

Manuai-Volumes | and 1It, Safety Manual, Code of Safe Practices, and Guide to Employee Conduct and Discipline, and all

ragulations:pertaining to highway maintenance praciices,

Possession of a valid Clrss C California Driver Licenss..

Ability to supervise and direct the wark of subordinate members of the assighed unit and to work safely around high-
density traffic.

Ability to work effectively alone or with others.

Must be able to analyze various work situations accurately and make sound decisions.

. through extra expense in the maintenance of highways, or damage to State equipment.and facilities. Failure to make

RESPONSIBILITY FOR DECISIONS AND CONBEQUENCES OF ERROR
Errors may endanger co-workers andfor the public, Etror may also cause a wasle of time and waste of tax dollars

timely and proper decisions could endanger human lives and property, and result in lawsuits,

" within Caltrang, as well a3 other agencies. May have conitast with other public agencies and private individuals almost

PUBLIC AND INTERNAL CONTACTS
Reguirad fo maintain good relations with members of the public and employees from the same-and other depariments-

dally in the course of assignment. Contact may be with hostile public, and employee is expected to maintain a favorable
public i image for the State At times may deal with the madia.

‘PHYSIBAL MENTAL "AND EMOTIONAL REQUIREMENTS

Some of this posltlon is labor intansive. Incumbent must have physical ability to react guickly to errant metorist and de
strenuoeus hand and mechanical labaer.

Hearing shouid be adequate o hear warning devices usad for worker safely, i.e. look out alamm devices, including vehiciz
horns used to warn employess of eminent danger at the work site. Corrected hearing is acceptable.

Sight needs to be comrected to the Stale of California Departmeant df Motor Vehicles standards for safe vehicle driving,
Nigh‘t vision must be good for safoty when working after dark. :

_WORK ENVIRONMENT

(it is in the best interest of the State to work overtime, May be required to work in the ngvale Communication Center

Reqmred to work in office setting that is high traffic volume, often deahng with many interruptlons from thns and a high
volume of telephone calls. Due tc constant interruption, incumbant must have the ability to prior itl!.'P and muiti-task in
ofder to complete regular work assignments.

During the winter months the workweek is normally 5/8-hour days.
May be required fo work ovettime due to storms, emergencies, speclal work projects, or when the Supervisor deems that
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during show or emergency incidents.

I have read, Urlderstand"é'r;d can perfo'rr‘n {he duties listed above, {i'fl ;!ou believe you may require reasonable -

accommodation, please discuss ‘this. with: yeur hiring supervisor. - If you are unsure whather you require reasonable.

- aceommodation, infarmn the hlrmg supemsor who wlll discuss yqur r,mncarns with {he: Reasanab]e Accommodatn@n“ =y :

Coordinator.) -

EMPLOYEE (Print)

CEMPLOYVEE @lgnalire) T hATE

I have discussed the duties with, and provided a cepy of this duty statement to the employee named above.

SUPERVISOR (Print)

SUPERVISOR (Signature) . DATE

§




