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GLASSIFIGATION TITLE — ' ' | OFFICE/BRANCH/SECTION = T
8301 - CGALTRANS MAINTENANCE SUF’ERVISOR 08-713 (2380) KEEN CAMP MAINTENANCE
WORKING THLE — POSTTION NUMBER ) EFFECTIVE DATE
KEEN CAMP’ MAINTENANCE SUPERVISOR : 908-710-6307-XXX

As a valued member of the Caltrans team, .you make it possible for the Department o, xmprove the maobility across'

Californiaby. bemg- inniovative andflexible; reporting to work.as scheduled; working: cooperahvely with team miémbers and

othérsy and treating others faidy, honestly: anci with respect. Your efforts are.important to each member of the feam. as

wellas those We serve,

Re ENERALSTATEM ENT:
Under the direction‘of @ CT Maintenance Area Superintendent, the CT Maintehange Supervisor is tesponsible forithe
activities.of a crew: engaged in h:ghway maintenance in a mountgin resort community. The normal workweek is Monday -

Friday, _07 00-15:30:0n:a 5:day, 8-hour schedule. The'ih“cumbem must possess a valid California driver's license: will be
require to work overtime and is expected to respond to emergency calls. Duties include but are not fimited o

CAL DUTIES:
‘Percéntage Job Description

[Essential(E)Marginal (M) : o _

80% E - Thelincumbent.plans, schedules, assigns and monitors various maintenance activities and

o evaluates the performance of the crew, equipment and materials. Uses the Integrated
Maintenance Managemsnt System (IMMS) to track personnel, equipment, material and physical
mventory Ensures the crew. is trained and strictly adtiéres to the safety policies-and pracedures
contained in Chapter 8 of the Maintenance manugl Volume 1, and coriplies. with supervisor's
responsxbmt:es set forth.in-the-Caltrans Injury and Iiness. Prevenhon Program..

IO0% | E The incumbent frains personnel in all phases of Maintenance work and complétes progress
_.reporis. :Maintains: dxscxplme and ensures.an environment free of sexual harassment and
‘workplace violence.
0% B “Fhie incumbent works with Residerit Engineers overseging contract projects within the section,

‘ensuring Mamtenance s concerng arg considered during:constrijction. Participates:in planning
major maintenance heeds for the section.. Monitors illegal encroachriant within the right-of-way.

10% E The mcumbent is-required to: respond to emergencies that concern the state highway system
‘such-as traffic:accidents and restrictions; storm daimage and other natural occurrences and
potential hazardous substance spills:

TESSENTIAL FUNCTIONS are the. core dufles-of the position that:carinot bé reassigned.
MARGINAL FUNCTIONS are:the minor tasks.of the position that: can’ he-assigned o othiers.

'SUPERVISION OR GUIDANCE EXERGISED OVER OTHERS

The incumbent supervisés.a crew of 6 including 1 CHML and 5 CEO 1l positions during 1/2 of the year and additional
permianent intermittent émployees.during winter Nov 1, through April 30th each vear.

"KNOWLEDGE, ABILITIES AND ANALYTICAL REQUIREMENTS

The incumbent must haveknowledge of the materials, methods and equipment:used in'the construction and
wigihtenarice of highways, and highway structures; characteristics of the equipment and tools used.and their operation
and maintenance; and provisions of the California Vehicle Code as they. apply fo the stated duties: Knowledge of rules:
arid regulations pertammg for highway gnd stfucture maintenange practices, and rules an regulations pertaining to
mspectlon of encroachments. Knowledge of traff’ ic control procedUres in Chapter B ofihe Mamienance Manuai ‘accident

ADA Notice For md wduals With' sensory di sabﬂmes, this document is-avdilable. in alternate fnrmah For mrormauon_ calt (916) 65#6410
ki et T4, orwrie to Records and Forms Management, 1120 N- Streat, MS-88, Sauamento CA 85814,
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preventionechniques; safely and Realth polities and procedures contained in.the Depariment's Injuryand liiness™
Prevention Program; and basic safe work practices. Principles of effective supervision; a supervisor's. responsibility for
promoting equal opportunity-in hifing-and employse development and promotion;.and for maintaininga work ehvironment
that'is free.of discrimination-and harassment. - )

The.incumbent must-have the ability-to plan, organize and direct the Wwork of othiers; operate and care for maintenance.
equipment; prepare preliminary budge-estimates:and reports; and interpret sitiple blueprints and sketches. Ability to
keep records of employee's time-and materials and equipment used; detéct unsafe conditions and practices and plan,
Grganize, canduct and evaluate safety.training programs.. Must have th ability to develop and maintain cooperative
working relationships; and deal tactfully with the:public..

The ificimbent tust be able to:sccirately analyze situations.and ‘adopt an effective course of action.

"RESPONSIBILITY FOR DECISIONS AND GONSEQUENGES OF ERROR

Without detailed supervision, the incuibént is fesponsible for planning and scheduling the work o be petformed, and
equipment and mai , €la
of employees and the public, Errors:in judgment and.making decisions relative to safety of employees and the public.
Errors in judgmenticould resuitin needed work being overfooked or resolces committed to less important projects. Poot
decisions oractions could-have broad implications invéiving etnployee morale, safety of employeas and the traveling

public, and monetary loss:

aterials to be used within an assigned area, exercising judgment and making decisions rélativé to sdfety:

PUBLIC AND INTERNAL CONTAGTS

The incumbent has continuous contact with-crew-members and extensive contact with-regional office staff. Has contact:
withivarious others in the-district.office and equipment.shop; Interacts with officials from local public-agencies, Wilk-have
freguent contact with-the public for a variety of reasons, including answering complainis, inquiries, handling restricted

Araiffic situiations and encroatchiment permits,

PHYSICAL, MENTAL, AND EMOTIONAL REQUIREMENTS

Fine manipulation, sitting, standing, waling and walking on uneven ground will be required. The'incumbfept_;will be-
Tequired to handle sensitive or.emotionally charged issiigs. Can expectto be called upon at any time of the day of hight'
to handie'emiergency situations.

WORK ENVIRONMENT

Wiltbe based in an office at a maintenance station with-artificial lighting. Wil use a:personal computer with keyboard,
“mouse and monitor. Will'spend time-in the field driving:throughout the section-andon foot. The stperviser's.section
includes a varigty of weather conditions ineluding hot mostly dry'summers with oceasicnal heavy thuhderstorms and-
ternperatures over 100 degrégs; to cold, Wet and'wind winters with heavy rain and snow and temperatures well below
freezing:

1 have read; understand and can perform: the duties. listed above. (If you believe you may require reasonable
dccommodation, please discuss this with your hiring :supervisor. If you are ‘unsure whether you require reasonable
gccommotiation,. iinform the: hiring supervisor who. will. discuss your coricerns ‘with the Reasonable Accommadation
Cooidinator,y
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EMPLOYEE (Print)

EWPLOVEE Gignatare)

DATE

1 have discussed the duties:with and provided.a copy of this duty statenient 1o thie.employee named above.

SUPERVISOR (Pin)

SUPERVISOR (Signature).

_DA;TE" o




