BTATE OF CALIFORNIA +[DEPARTHMENT OF TRANSPORTATION

POSITION DUTYISTATEMENT

PM-0024 (REV 7/2014)

CLASSIFIGATION TITLE OFFICE/BRANGHSEGTION

Equipment Maleriel §pacialist Division of Equipment/Maintenance & Repair/Shop __ /32
WORKING TITLE POSITION HUMBER FFFEGTIVE DATE
Equipment Maleriol $pecialist 832-023-1552-

As a valued mambe
integrated, and efficig
driven, transparent,

- of the Calirans team, you make It possible for the Department to provide a safe, sustainable,
nt transportation system to enhance Cafifornia’s economy and livabliity, Caltrans is a performance-
and accountable organization that values its people, resources and pariners, and meels new

challenges through leadership, innovation and teamwork,

GENERAL STATEME

In an Equipment Sho
Senior Equipment Me
inventory, disbursem
fabricatioh, maintena
license,

TYPICAL DUTIES!

Pereantage q
Essential (E)fMarginal (M)

50% E

ENT:

b, raceives supervision from the Equipment Materiel Manager | /11, and day-to-day direction from the
teriel Spacialist. Performs Equipment Material Operations work concerning the purchasing,

snt, shipping and receiving of equipment parts, materiel, related equipment and services for the

noe, repalr and disposal of mobile equipment. Incumbent must possess a valid class C driver's

1

pb Descriplion

Responstble for the purchasing of equipment parts and materlels for the respective shop by
ollowing the purchasing regulations as ouliined In the Materie! Services Procedure Handbook,
Netermines proper cost cading to enter on purchase documents. Determines tha proper mode of

[gurchaae using Purchase Authority Purchase Order (PAPQ} or Calcard. Implements lagal

urchases utllizing existing Contracts, California Multiple Award Schedule, State Price Schedule,

e vendor price file for all items stocked and purchased in quantity, to ehsure we are getting the

E’rlson Industry Authority, Master Rental Mastor Service Agreements and other information. Uses

est quality and price on the ltems purchased, Prepares specifications for materisl and setvices;

sollclts bids, negotiate with vendors on price, delivery and quality. Sees all parts and materiel

25% E

>—."Iﬁ.1==ﬁ=§1

rdered are delivered promptly. Helps the Division of Equipment meet the goals of spending 25%
ith Certified Small Business Enterprises and 3% with Disabled Veteran Enferprises. Also
esponsible for processing all purchase requests through the Enterprise Resource Planning
inancial Infrastructure (E-FI8).

Processas PAPD's in a timely manner to comply wilh the Prompt Payment Act. Parforms monthly
aconciliation of the Calcard purchases and submits purchasling documents to the Division of
coouinting by the 8th day of each calendar month. Ensures all invaice-billing problems are

is:rought to & quick resolve, Brings fimely resolve to all disputed charges, and to immediately report
any misusge or fraudulent use of your cal-card, and to keep all cardholder information up to date

t"mlng Account Maintenance Forms, Including the cancellation or request of a new card, Ensures
that all eredits and warranty reimbursements are received,

10% E

Maintains various materials and supply Inventories in the shop paris room, outside storage areas,
dvarehouse, field shop locations and mainterance yards, and ensures adequate inventory Is on

fand, Determines the timelinoss of materlel needs and recommends substitulions. Rotates
i};;ventories oh a first in/ first out basis. Ensures proper stock security measures are taken,

aintains proper stock levels In the miscellaneous small parts areas located in the shop, parts
,00m and fiald mechanic locations., Performs pericdic physical inventories, spot check high dellar
tems at the Main Shop and completes check at the Field Mechanic locations. Makes inspection

E‘ips to field loeations and reports findings vsing the Flald Location review form to keen on flle,

aintains propet stock organization in bing, shelving and pallet racks. Ensures all stock Is labeled
nd has either a labeled hin box or the shelf area clearly marked. Periodically re organizes stock
‘or proper locafion and aceessibility. Reconsiies dally Fleet Management reports against receiving

énd disbursement documents for accuracy. Responsible for the keypunching and coordinating the

ipput of daily transactions via the computer tarminal including direct issue parts, commercial

For individuals with sensory disabititles, s document is avalizblo In altornale formats, For informallon, calt (310} 445-i233,

A[.)A Notice TTY 711, orwrife to Records and Forms Management, 1120 N Slraot, MS-89, Sacramento, GA 05814,
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STATEMENT

repairg shop stock receipts and disbursements. Reviews stock reports for items to add or items

urplus or obsolete parts and supplies, Removes items from Inventory and prepare Property

gat are now surplus to our neads or have beceme obsolete. Arranges for the return or disposal of

urvey Report noting the reason for disposal and the method being used. Responsible for the
egal disposal of all hazardous waste materlal and scrap, Using the appropriate database, assigns

; ropetty tag to all new hon-expendable equipment. Assists with the conduction of yearly computer
and non-expendable inventory.

10% M

aceives mobile equipment from Headguarters Shop and new vehicle direct deliveries from
Vendors. Works with vendors to correct delivery problems. Checks units against equipmant

speciﬂcations to insure Department of Motor Vehicles documents are carrect, Prepares the
Fa!trans Equipment ldentiication form, DME78, "check sheets” on units received and route copies

o proper departments, Petlodically raviews steck and direct issues, on-order files o ensure

brompt vendor performance. Contact vendors on late deliveries, and report all 1ate shipments to

our supervisor or lead-worker, Ensures shivments are examined for quantity and quality of
erchandise being receivad; receiving problems are resolved and receiving data is entered Into
omputer system; itetns are put away and stored properly; materlels are removed from stock and

Erepared for shinmant: bills of lading are preparad properly and hazardous matarials are properly
andled and shippad.

05% E |U|amtains PAPRO logs and Cal-card files for all cardholders and hazardous wasle dacument files

neluding items returned o the shop for consolidation purposes. Ensures all documents are kept on
ile for the requirad file retention period set by the Caltrans. Also ensures required vendor forms
re on file when using the pre-qualified vendor justification. These Include The Drug Free

Workplace Certification, The Vendor Data Record, and The Vendor Repair Agrssment.
Rasponsible for maintaining the cleanliness of work areas as required. This may include dusiing,

TESSENTIAL FUNCTIONS
MARGINAL FUNCTIONS

cloaning, mopping and sweeping.

are the core duties of the posillon that cannot be reassigned.
are the minor tasks of the posillon that ean be assigned fo others.

SUPERVISION OR G

None

SUIDANCE EXERCISED OVER OTHERS

KNOWLEDGE, ABIL

TIES, AND ANALYTICAL REQUIREMENTS

The: ability to Tearn legal procurement policies, procedures, and limitations as outlined in the materiel operations

hendbook and in the
the proper cost codin

Knowlaedge of inventg
Handbook,

Pepartiment of General Services delegation that is granted to the Division of Equipment, and using

.

ry, stocking, shipping, receiving and disposal procedures, as cullined in the Materlel Operations

Knowledge of and the ability to learn automotive, truck, and heavy equipment parts, éccessorles, tools and sources of

supply.

Understand basic cor
retrieval of informatio

npliter operations with the ability to operate mainframe and PC based computers for input and
. Follow the procedures as outlined in the Fleet Anywhere / Management manual,

Abllity to communicate clearly.

Ability to exerclse pail

Abifity to handle mulil

oanee.

ple prioriiies.
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Subject to working oﬁerﬁme and variable wotk shifis,

Must be able to work during emergency or declared emergsncy situations.

RESPONSIBILITY FTR DECISIONS AND CONSEQUENCES OF ERRCR

Fallure to properly purchase, racelve and disburse parts, supplies, components and squipment would drastically hinder
the shop's operation.ﬁfncreaee aquipment downtime and add to overall cost of operation. Violations of purchasing
regulations could also result in the loss of squipment's purchasing dalegation.

This position has been designated as safely sensitive in ascordance with Department of Personnel Administration Rules
599 960 and 696.96 Use of afcohol andfor drugs that impade the employee's ability to perform his or her duties safely
and effectively could clearly endanger the health and safety of others, resulfing in injury and or death.

PUBLIC AND INTERINAL CONTACTS

Extensive contact with shop supervisors, fisld mechanics, district employees and vendors,

PHYSICAL, MENTALL AND EMOTIONAL REQUIREMENTS

Abtlity to stand and walk on concrete flooring all day, frequently stooping, bending and kneeling.
8itting for prolonged periods of time.

Ability to lift and move equipment parts and hoxes weighing up to 50 pounds freguontly, and up to 75 pounds
occasionally.

Ability to reach overhead to refrleve or place objects welghing up to 35 pounds.
Ability to climb stairs larrying oblscts weilihing up to 50 pounds on occasianally,

FPossassion of a class "C" drivers license and be able to travel to distant locations in inclement weather,

Abllity to operate forkiifts and hand operated materlel-handling devices.

[
Will be required to wear safoty equipment including eye protection (safety glasses), ear plugs, safely vest, and hard hat.
Must be able to wear protective clothing as required and furnished by the Division of Equipment,

WORK ENVIRONMENT

The Equipment Materiel Speacialist will work primarily in the shop parts department adjacant to the shop. At times, it will
he necessary to workin outside storage areas, warehouse, distant field mechanic locations, or highway maintanance
warehouses. Must bg able to work in these areas in inclement weathsr, which may include severe cold or heat. In small
parts department, the{Equipment Materief Specialist will be responsible for all areas listed. In medium or large shops
responsibilities will be!focused on certain areas, however, each person will be rotated between are assignment oh a
periodic basis.
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I have read, understand and can perform the duties listed above. (If you belleve you may require reasonable
accommodation, please disouss this with your hiring supervisor. If you are unsure whether you requive reasonable
accommodation, inform the hiring supervisor who will discuss your concerns with the Reasonable Accommodation
Cuoordinator.)

EMPLOYEE (Print}

EMPLOYEE {Slgnature DATE

|
|
'

| have discussad the duties with, and provided a copy of this dufy statement to the employee naimed above.

SUPERVISOR {Print) |

SUPERVISCR {Signatire) DATE
\




