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| CLASSIFICATION TITLE DISTRICT/DIVISION/OFFICE
- Dispatch Clerk -- PI o 03/709 Sutter/Sierra Region
" WORKING TITLE | POSITION NUMBER EFFECTIVE
| Dispatch Clerk -- PI 903-709-3710-xxx

As a valued member of the Caltrans team, you make it possible for the Department to improve
the mobility across California by being innovative and flexible; reporting to work as scheduled;
working cooperatively with team members and cothers; and treating others fairly, honestly and
with respect. Your efforts are important to each member of the team, as well as those we
serve.

GENERAL STATEMENT:

Working under the supervision of a Dispatch Clerk Supervisor, the incumbent dispatches in the
Kingvale Communication Center during the winter season. Typing cerificate of 40 wpm required.
Must be able to perform efficiently and independently the following duties as stated below:

TYPICAL DUTIES:

Percentage
Essential (E)/Marginal (M)

60% (E) Radio communications from field personnel, including proper legging procedures of
chain controls, maintains various computer/electronic systems and posting of proper
messages on the HAR, CMS, etc. Deal effectively with field personnel on the radio,
telephone and in person, as well as CHP, ski resorts, trucking companies, private citizens

~and other State agencies as well as news media.

20% (BE) Insure that proper records are kept in conjunctioh with the STAMP program on chain
control logs for the District Claims office and the TMC. Provide reports and/or statistical
data as requested concerning operations of the center.

20% (E) May be required to work in the center alone during ‘blue bird’ weather and must be
able to handle all aspects of the agperations. Perform various clerical dutles assigned to the
‘center during ‘blue bird’ weather.

' ESSENTIAL FUNCTIONS ate the cote duties of the positien that cannot be reassigned
MARGINAL FUNCTIONS are the minor tasks of the pesition that can be assigned to others

ADA Notice: For individuals with sensory disabilitics, this document is available in alterato formats. For information call (916) 654-6410 o
TDD (916) 654-3830 or write Records and Forms Management, 1120 N Street, MS-89, Sacramento, CA 95814,
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~ =~ SUPERVISION EXERCISED OQVEROTHERS ~ ===

No direct supérvision. Employee may at any time be placed in charge of center as acting -
leadworker for other workers,

KNOWLEDGE, ABILITIES AND ANALYTICAL REQUIREMENTS

Knowledge of base radio, radio procedures, radio transmission codes, geography of District 03 and
the State of California including locations of highways, counties and principle cities. Familiar with
office methods and equipment. Must be able to perform difficult clerical wotk including good
grammar and spelling. Must type at least 40 WPM, supplying certificate where applicable. Must
be able to work independently and use good judgment and analysis skills.

Must think and act gquickly in emergency situation, read maps and charts quickly and accurately,
analyze situations and take effective action, remain calm under extreme pressure, verbally express
oneself in a well organized, ¢lear and concise manner.

Will be required to work irregular hours, including evening and night shifts, weekends and holidays,
voice must be well modulated for radio transmissions, with clear enunciation, orderliness,
emotional stability and normal hearing. May be required to submit to drug screening as condition
of employment or at any time deemed appropriate to Management as set forth in the Department
Policies.

Ability to work effectively alone or with others.
Must be able to analyze various work situations accurately and make sound decisions.

CONSEQUENCE OF ERROR/RESPONSIBILITY FOR DECISIONS

Error may endanger co-workers and/or the public. Error may also cause a waste of fime and waste
“of tax dollars through extra expense, or damage to State equipment and facilities.

PUBLIC AND INTERNAL CONTACTS

Required to maintain good reiations with members of the public and employees from the same and
other departments within Caltrans, as well as other agencies. May have contact with other public
agencies and private individuals almost daily in the course of assignment. Employee is expected
to maintain a favorabie public image for the State.

ADA Notice: For individuals with sensory disabilities, this documsnt is available in allomate formats, For information call {916) 654-6410 or
TDD (916) 654-3880 or write Records and Forms Management, 1120 N Street, MS-89, Sacramento, CA 95814,
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PHYSICAL, MENTAL AND EMOTIONAL REQUIREMENTS

Standing, Sitting and Walking are described to 96% sitting for a given period such as a work shift.
2% each for standing and walking for faxing and or making copies of reports

. Note: For standing, walking and sitting, along with several other activities, typical duties
are used as examples in various situations to give ranges for the activities.

Standing, Sitting and Walking are described to equal 100% of the work time for a given
period such as a work shift.

A. Snowy days: sitting during typical 12-hour shift, 80%, walking 10%, standing 10%.
B. Regular non-snow days: Sitting and walking 90% of the day, standing 10%.

Simple Grasping — This activity is necessary about 40% of the shift; using computer based
equipment.

Fine Manipulation — This occurs about 60% of a day and usually while writing reports or
manipulating the knobs and levers on the equipment and typing.

Importance of hearing ~ Essential on the job due to radio dispatching and answering radio
calls from field personnel, also in answering telephones

WORK ENVIRONMENT

Required to work in office setting that is high traffic volume, often dealing with many interruptions
from this and a high volume of telephone calls. Due to constant interruption, incumbent must have
the ability to prioritize and multi-task in order to complete work assignments.

May be required to work overtime due to storms, emergencies, special work projects, or when the
Supervisor deems that it is in the best interest of the State to work overtime.

ADA Notiee: For individuals with sensory disabilitics, this document is available in alternate formats. For information oall (916) 654-6410 or
TDD (9163 654-3880 or write Records and Forms Management, 120 N Strect, MS-39, Sacramento, CA 95814,
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‘I-have read;-and understand-the-duties listed-above-and-can-perform-them-either with-or without—- - —- - — -

reasonable accommodation. (If you belisve you may require reasonable accommodation, please
discuss this with your hiring supervisor. If you are unsure whether you require reasonable
accommaodation, inform the hiring supervisor who will discuss your concerns with the Reasonable
Accommodation Coordinator.)

EMPLOYEE (Prinf) " DATE

EMPLOYEE (Signature) | DATE

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

STPERVISOR s IV, YT

SUPERVISOR (Sl gnature) | DATE

ADA Notice: For individuals with sensory disabilities, this docurment is available in alternate formats. For information call (916) 654-6410 or
TDD (916) 654-3880 or write Records and Forms Management, 112¢ N Street, MS-89, Sacramento, CA 95814.
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