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CLASSIFICATION THLE OFFICEBRANCH/SECTION

Equipment Materle! Manager [ Division of Equipment/Maintenance & Rapair/Shop 7/ 3231
WORKING TITLE POSITION NUMBER EFFEGTIVE DATE
Equipment Maletls! Manager | 932-027-15640-

As a valued membsr of the Caltrans team, you make it possible for the Dapariment to provide a safe, sustainable,
integrated, and efficiant transportation system to enhance California’s economy and livabilily. Caltrans is a perfermance-
driven, transparent, and accountshle organization that values its people, resources and partners,. and meets new
challenges through leadership, innovation and teamwork.

GENERAL STATEMENT;

Under the direction of a Highway Equipment Supsrintandent |, i1, Nl or Equipment Materio! Manager Il or 1l supervises a
staff engaged In Bquipment Material Operations wark, concerning the purchasing, inventory, disbursement, shipping and

recelving of equipment parts, materiel, related equipment and services for the fabrication, maintenance, repair &nd
disposal of mobile equipment. Incumbent must pessess a valid class G driver license,

TYPICAL DUTIES:

Percenlage Job Description

Essential (E¥Marginat {My?

30% E Audits and is responsible for gll purchasas made by Equipment Shop Employess, Ensures proper
cost cading on purchase documeants, Must be familiar with all purchasing regulation outlined in the
Materlsl Operations Handbocok, Must defermine the proper mode of purchese using Gontract
Purchase Authority Purchase Order (PAPQ) or Calcard. Must thorough knowledge of existing
Contracts, California Mulliple Award Schedulas, State Price Schedule, Prison Industry Authority,
Master Rental Master Service Agreaments and information to Implement lagal purchases. Must
process PARO's in & timely manner to comply with the Prompt Payment Act. Must perform monthly
reconcillation of the Caleard program In-a prompt manner and have purchasging documents into
Accounting by the 8th day of sach celendar month, Must overses all involce-billing problems to
bring them io a quick resolve. Must oversees all Caleard Program to insure the proper use of the
card, to insure thmely resolve to all disputed charges, and to immediately report any misuse or
fraudutent use of a cardholders card, and to keep all cardholder information up to date using
Accaunt Maintenance Forms, including the cancellation or request of a new card. Ensure that all
crediis and warranty reimbursements are recelved. Malntalh a vendor price fils for all items
stocked and purchasged In quantity, and update annually, Prepare specifications for materigl and
setvices; solicits bids, hegotiate with vendors on price, delivery and quality, Respongible for -
keeping an up to date record of sourcas for parts, supplies and services requirad by the shop.e
Enaure that all parts purchased are of good quallty and are promptly delivered.

95% B Review and approve all purchasing documerts. Tralns shop supervisors and flald maechanles on
proper purchasing methods and the proper manner filling out purchasing documants. Give
guidance and train subordinate Equipment Materiel Specialists in procuremant and parts
department procedures, Develop and train staff by means of on the Job tralning and individual
development plans. Responsible far the safe opsration of the parts department and employess,
Host semi-monthly tailpate safety meetings covering safely and best managemaeant practice related
fterns. Attend quarterly safety meetings and monthly staff meetings. Work closely with shop
supervisors, field mechanics and vendors. Initiate and administer formal and informal service
contracts. Administer the safely eyewear program. Help manage matarie! recycle programs.

20% E Maintalh various materials. and supply inventorles in the shop parts room, outside storage areas,
warehouse, fleld shop locafions and maintenance yards, and insuring that there is an adequate
inventory on hand, Dstermine the timeliness of materiel needs and recommend substitutions.
Rotate inventories on a first Inf first out hasis. Insure proper stock security measures are taken.
Maintain proper stock levels ir the miscellaneous small parts areas located in the shop, parts room
anhd fisld machanic locations. Perform periodic physical Inventories, spot check high dollar ems at

ADA Notige  For individunls with sensory dlsablilis, this dacument s aveilsblo in altarnate formats. For Information, oall (816) 4451242,
0 TTY 711, or vaite to Racords and Forms Management, 1120 N Street, M8-89, Sacramenlo, GA 86814,
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the Main Shop and completa chack at the Field Mechanic locations. Make Inspeclion trips to field
locatichs and report your findings on the Field Location review form and keep on file, Maintain
prapar stock organization in bins, shelving and pallet racks. Make sure all stock Is labsled and
have either a labsled bin box or the shelf area s clearly marked. Peariodically re organize stock for
proper locatlon and accessibility. Recencile daily Fleet Management reports against recslving and
disbursement documants far accuracy. Responsible for the keypunching and coordinating the input
of daily transactions via the computer terminal including direct issue parts, commercial repairs
shop stock receipts snd disbursaments. Review stack reports for items to add or items that is
surpius to our needs or have become obsolste. Arrange for the return or disposal of surplus /
obsolete parts and supplies. Remove ltems fram Invantory and prepare Property Survey Reports
noting the reason for disposal and the method being used. Responsible for the legal disposal of all
hazardous waste material and scrap. Log in and assign property tag te all new non-expendable
agquipment, Halp conduct yearly computer and non-axpendable inventory,

5% E Malintain PAPQ logs and Cab-card files for all cardholders. Malntain hazardous waste documant
files Including items returned to the shop for consolidation purposes. Ensure that all documents are
kept on file for the required file retention period set by the Department, Ensure that required vendor
forms are on file: The Drug Free Workplace Cerdification, The Vendor Data Record, and The
Vendor Repair Agreement. Help maintain the Vendor Repair Agreemant Database,

0% M Overses tha recelving of mehile eguipment frem Headguarters Shop and direct deliveries from
vandars. Work with vendors to correct delivery problems. Check units against equipment
specifications to insuré Departmant of Motor Vehicle documents are correct. Prepare Caltrans
Equipment Identification (DME76) "check sheels” on units recelved and route copies to proper
departments. Poriodically review stock and direct issue, on-order files to insure prompt vendor
parformance. Contact vendors on late deliveries, Make sure shipments are examined for quantity
and quality of merchandige being recelved. Make sure receiving problems are resolved and
recelving data is entered into computer systam. Make sure items are put away and stored properly.
See that materiel is removed from stock and prepared for shipment. Make sure hills of lading are
prapared properly and hazardous materials are properly handled and shippad.

1ESSENTIAL FUNCTIONS are the cora dutias of tha posliten that cannot be reassigned.
MARGINAL FUNCTIONS are the minor tasks of the position that can be agsigned f¢ others.

SUPERVISION OR GUIDANCE EXERCISED QVER QOTHERS

Supervises Senlor Equipment Materiel Speclalist and Equipment Materief Specialists. Plan, davalop and monitor staff.
Take proper corrective action. Functional Supetrvision over field mechanics in matters pertaining to stocking and
purchasing. Supervise the shop transport operation. Insure a safe work area.

KNOWLEDGE, ABILITIES, AND ANALYTICAL REQUIREMENTS

A thorough Knowledge of: legal procurement policies, pracedures, and Himitations as outlined in the materiel operations
handbook and in the Department of General Services delegation that is granted to the Division of Equipment, and using
the proper cost coding; inventory, stocking, shipping, receiving and disposal procedures; automotive, truck, and heavy
squipment parts, accessorles tools and sources of supply.

Understand basic computer operations with the abllity to oparate PG based computers for input and retrieval of
infarmation. Follow the procedures as outlined in the Fiael Managemeant manual,

Ability to manage and supervise paople; communicate clearly; exercise patience; write letters, prepare written reports
and candust mestings within your depariment; handle multiple priorities; work during emergency or declared emergency
situgtions.

RESPONSIBILITY FOR DECISIONS AND CONSEQUENCES OF ERROR

Fallure to properly purchase, receive and disburse parts, supplios, compononls and equipment would drastically hinder
the shop's operation, increase aquipment downtime and add to overall cost of operation. Vickitions of purchasing
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ragulations could also result in The Toss of equipment's purchasing defegation.

This position has been dasignated as safety sensitive in accordance with Department of Personnel Administration Rules
599.860 and 599.961, Use of alcohol andfor drugs that impede the employes’s ability to perform his or her duties safely
and effectively could clearly endanger the health and safely of cthers, resulting in Injury and or death.

PUBLIC AND INTERNAL CONTACTS
Extensive contact with shop supervisors, fleld machanics, district employees and vendors.

PHYSICAL, MENTAL, AND EMOTIONAL REQUIREMENTS

Ability to: walk on concrete flooring, to stoop, bend and kneel on occasion if required; sit for prelonged periods of time; [ift
and move equipment parts and hoxes welghing up to 75 pounds on accasion if required; reach overhead to retrisve or
place objects weighing up to 35 pounds on occasion if required; climb stairs carrying objects weighing up to 50 pounds
on occasion f required; opetate forklifts and hand operated material-handling devices.

Will be required to wear gafety equipment inoluding eye protaction {safety glasses), ear plugs, safety vest, and hard hat.
Must be able to wear protective clothing as raquired and furnished by the Divislon of Equipment

WORK ENVIRONMENT

The Equipment Materiet Manager | will work primarily in the shop parts depariment adjacent to the shop. Primarily time in
this position will be spent inside an office ehvironmant, At times, it will be necessary to work In outside storage areas,
warehouse, distant field mechanic locations, or highway maintenance warehouses, Must be able fo work in these areas
in inclement weather, which may Include severe cold or heat. Af times it may be necessary to assist with the daily
operalion of the parts department which may include any or alf of the duties listed. At times it will be necessary to make
trips to Field Mechanic locations fo review their inventory and stock areas,
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I hava read, understand and can perform the dutles listed above. (If you helleve you may raguire reasonable
accommodation, please discuss this with your hiring supervisor, If you are unsure whether you require reasonable
accommodation, inform the hiring supervisor who will discuss your concems wilh the Reasonable Accommodation
Coordinator.)

EMPLGYEE {Print)

EMPLOYEE (Signature) ‘ DATE

1 have discussed the duties with, and provided & copy of this duty statement fo the employse named above,

SUPERVISOR (Print)

SUPERVISOR (Signature) DATE




