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cmssrmcm’zom TILE : ‘ OFFICE/BRANCHISECTION i :
CALTRANS MAINTFNANCE SUPERVISOR 04/Maintenance/ Specialty Region UNIT 1112
WORKING TITLE . . F’QSIT!ON,NUMBER EFFECTIVE DATE.
CMS Striping ‘ 904-760-6301 : 9-5-2014

As a valued member of the Caltrans.team, you make it. possible. for the erartmeni to improve. the. mobility across
California by being innovative: and flexible; reporting to work as scheduled: working cooperatively with team members and
others; and treating others fairly, haneatiy and Wwith respect. * Yoir efforis are: lmportant to each rismber of the team as
well as %mse we serve,

'é”ﬁﬁﬁkauarmmm‘n TBRIEE SUMMARY OF THE WAIN PURFOSE AND FUNGTIONS OF THE FOSITION DESCRIBE T HE:
INCLUDING THE CLASSIFICATION OF THE SUPERVISOR OR MANAGER TO WHOM THE INCUMBENT REPORTS. WHEN APPROPRIATE, IDENTIFY THE NEED
FOR ANY GREDENTIAL OR LICENSE SUCH AS A DRIVERS LICENSE ) \

Under the general direction of a Caltrans Maintenance Area Superintendent, the incumbent is‘in charge of and supervises the werk; of

acrew in the district wide striping operations. Heor she s xesponsxbie for the actions of their crew menibers and is subject to handie
the diseipline there-of, Supervisor will mainfain an organized, systematic, scheduled: method ‘of actomplishinetit of the needed work
according to-the priovitized heeds of the tegion, L.e. immediate safety: items; highly visible ifems, regional office requirements,
schmiuied complainis, and rﬁgulaﬂy scheduled maintenance of the district. Must possess a valid driver's license.

IYPICAL DUTIES:  (BRIEF DESCRIPTION OF IMPORTANT DUTIES, RELATED DUTIES MAY BE GROUPED TOGETHER. USE ADDITIONAL SHEET IF
NECESSARY:) S

Parentage » Job Desciiption

Essential (£)Marginat (51

50%(E) Assign, instruct, maintain discipline, and pass on difficult problems in connection with supervising the work of A
specialized crew, Validate and approve employee hours worked and leave time. Review, coordinate, and
schedule various jobs within the district, ensuring that required personne] m*atenals, and equipment is available.

30% (B) Using various compuer softwate, prepare. reports of work progtess and prepare supervisory reports covaﬁng
Tabor, equipment, and materials used, Prepare monthly expenditure and material usage reports. Review and
initiate-all purchase requests and written responses through electronic mail, Review and ensure acoident forms for
damage are correct and uniformly submitted, Review and inspect pmcednrcs and techniques m ensure equipment
and other State propetty are pmperly protected and maintained.

10% (E) Conduct safety meetings and ensiire staff is propérly trained and quahﬁed to perform ass;gmnems Review and
record timely completion of tail Ipaite meetings; aceident, safety, and storm-water reports, Raspond to mmsrgencms v
and major incidents stich as traffic accidents, hxghway spills; floods, and storing,

10% (M) “Accomplish special assignments which could be distrzct or departinental requirements such a3 Level of Service
mmw% and Chapter 8 (Safety). May cover for sitpervisor durmg shott-term abqences

1 ESSEN'{}AL FUNCTIONS ars the tére dutiss of the position that cannot be reassighed,
MARGINAL PUNCTIONS aire the. minor tasks ofthe pbsftinn that’ can be a&zs:gned 1o pthers:.

SUPERVISION OR: GUIW\NCE EXERCISED QVER OTHERS
Directly supervises a group of various Leadworkers, Equipment Operatcrs, and kaers Durmg the absenca of the Area

Supel intendent, the. mcnmbent may assume the duties.

KNOWLEDGE, ABILITIES AND ANALYTICAL REQUIREMENTS
Materials, methods, and equipmentused in the maintenance of highways and highway delineation of a-maintenance region.

Operations and maintenance of equipment and tools used in highway maintenance; provisions of the California Vehicle Code (CVC)
as it applies to the loading of motor vehicles, rules and regulations pertaining to highway miaintenance practices; detour-and warning
sxgns placement, accident prevention techmques traffic control, principles of effective supervision, ability to read highway '
engineering drawings, plans, maps, layouts, and detailed sahematzcs Must possess a valid Clags “C? Cahfamia Driver’s License,

ADA Notice For individuals with sensory disabiiities, thw document iz avanahiss in altermate formats, For informa{mn call (916) 654-8410 of TDD (918) 654-3680 or
L writs Records sind Forms Management, 1120 N Streat, MS-88, Sacramento, CA 95814
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Th&) pasxmm reqlm‘cs sxmnswe mammnancc e*(pertxse to analyze smmtmns accurateiy fmd dxrect the crew accorcimgiy to repaxr and
or maintain state hxghways Ability. 1o direct the most appropriate course of action to maintain & high level of safety during
operations. It is the prime responsibil ity to maintain & constant review. of all facility vomponents and to analyze thetn to ensure a
compatible environment that would not cause serious health problems ot result i in death. Devaiop an effective use of all compufer
skills and maintain those skillsin preparatxon for-fitare needs.

RESPONSIBILITY FOR DECISIONS AND CONSEQUENCES OF ERROR L
The incumberit makes routine decisions pertinent to his or her phase of responsibility in overseeing raxsed/rece:ssed markel operations

and condition of pavement. If an erforin 3udgmen‘r ismade, it could fesult in: pmblems ranging from a minor inconvenience to
ciepaﬂmeniai embarrassnient. However, serious ériots especxaily during emergencies or diinga natural disaster or other
emergencies could re:sult in iuss of fife orclosure of a state’ }ughw*zy, ‘and State lability could be extensive. »

PUBLIC AND INTERNAL CONTACTS
Incumbent wilt routinely contact or iriteract with other Caltrans persczmei ecmtfactors, engmeering consultants, 'md the general
public, ‘These contacts may take the form of yerbal or written communications relating to the assignment;” The incumbert-will be ina

high visibility position as a State representative.

PHYSICAL, MENTAL AND EMOTIONAL REQUIREMENTS
Ability to work oni akeyboard manual, dextcrnfy, sitting for long periods; ability to fecus for long periods of time. Must havethe

ability to drive State vehicles to remote Tocations for inspectioris and of investizations of maintenance issues, Must have the ability to :
multi-task, adapt to changes in priorities; and complete tasks or projecis with short: notice. ~Develop and maintdin cooperative
relationships with subardmateS; miist be able to organize and pnoritue Targe volumes of varied work felated assignments. May: be

- subject fo and have the ability to handle ifate publicin-a calm marier: ‘Ability to resolve emotionally charged issues reasonably and -

diplomatically. Must deal effectively withpressure, maintain focus on the issue at hand. Creates and sustains an m‘gamzanonal
sulture which &ncourdg,eb others to provnda the quality of service essential to high peﬂcrmance ‘

WORK ENVIQ()NMENT
The incumbent will be responsible to assign, adjust, order, and maintain all necessary famors o safely accomphsh his or her-work in

the best intergst of the State apd the traveling public:

| have read, understand and can perform-the duties listed. above, {f yoa beheve yau may require reasonable
accommodation, please discuss this with your ‘hiting ‘supervisor. - If you are unstire: whether you require reasonable
accommodation, inform the hiring supervism who will ' discuss your concerns with the Reasonabla Accammodaﬂon
- Coordinator:) : = :
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EMPLOYEE (Print)

EMPLOYEE (Signature) _ : DATE

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

SUPERVISOR (Print)

SUPERVISOR (Signature) ' v T DATE




