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POSITION DUTY STATEMENT
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ALASSIFICATION TITLE o BREFCE/BRANGH/GEC TION

xeoutive Secretary | - L Division of Safety and Management Services
WORKING TITLE POSITION NUMBER EFFECTIVE DATE
Executive Secratary | 7020181 24750, ]04/1 0f2015

As a valued member of the Caitrans team, you make it possible for the Department o provide a safe, sustainabie,
integrated, and efficlent transportation system to enhance California’s economy and livabliity, Caltrans is a performance-
driven, transparent, and accountable crganization that values s people, resources and partners, and meets new
challenges through leadership, mhovation and teamwaork,

GENERAL STATEMENT;

This position is designated Confidential. Under the direct supervision of the Division Chief, the Exeoutive Secretary will
axercise a high degree of initlative and Independencs In performing assigned tasks. The incurmbent performs & varisty of
difficutt and Independent secretarial and administrative assignments.

TYPICAL DUTIES:

Percentage Job Descriptien
Essoatial {E)Manginal (V) ! ‘
0% E Independently reviews and prioritizes incoming corraspondence and determines whether the

document should be referred to the Divislon Chief or to an approapriate staff member for reply.
Reviews outgoing correspondence for proper format, content and grammatical construction angd for
compliance with administrative policy and format before sending to the Division Chief for signature.
Rasponsible fot calandaring meetings and appointments, prepares agendas, gathers and
assembles necessary materials for meetings, and prepares letters, memos and reports for the
Divislon Chief. Attends Senior Managamant mestings in order 1o racord minutes of key disoussion
points and/or assignments as directed by management, Process grievanc responses.

0% E Screans telephone calls and visitors (including dfficals from unions, state goverment, and business
communtty). Assegsss typs of information needed, and provided desired information or refers 10
appropriate person of office based on knowledge of the Division of Safety and Management

- Services, ;

159 E Schedules and maintalna eppointment catendar for Division Chief committing her time to meetings,
arranges and corrdinates meetings, gathers and furnishes background material to the Diviston for
meetings and reports, Makes travel arrangements and completes travel expense claims.

10% E Maintains and updates the Diviston's fiing system, managemeant memos, pay letters, subsoriptlons
and numerous manuals, Maintains response system to make sure fimely and appropriate
responses and actions are taken on verious types of issues, Maintains confidential files pertaining
1o the Division,

0% Traing new support staff and keeps them Informed on changes to administrative policies and
procedures. Miscellaneous tagks such as filing, photocopying, sending facsimiles.

1ESSENTIAL FUNCTIONS are the core duties of the poeltion that cannot be reassigned.
MABGINAL FUNCTIONS are tha minor tagks of the posftion that edn be assignad 1o others.

SUPERVISION OR GUIDANGE EXERGISED OVER OTHERS - :
None. However, Incumbent will act in a iead capacity over olerical staff in providing direction on correct deparimental
procedures,

KNOWLEDGE. ABILITIES, AND ANALYTICAL REQUIREMENTS

Incumbent is expected 10 have a working knowledge of maderm office methods, supplies and equipment, including

compliters and work processing soitware, correspondence and technical knawledge of writing farmat, calendaring, public

refations etiquette, departmental policles and procedures. The incumbert must be able to follow oral and written

dacisions, evaiuate situstions accurately and teke effective action, make clear and comprehensive reports, ksep gifficult

records, communicate effectively, establish and malritain cooperative working relationships with the general public and
office staff. Incumbent must have knowledge of principals and apylication of setting up and managing filing and retrieval

ADA Noti For Individdais wilh sensory disablitles, thia documant 18 avasitabln I alternate formats. For information, call 16) 445-1233,
OUGE  pyy 714, or wiita to Resords snd Forms Managament, 1120 N Streel, MS-89, Sacramanto, GA 95614,
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gystems.

Must be able to reason logically and creatively in prioritizing work, making independent dectsions in finallzing work and
know when and how to resolve situstions, .

RESPONSIBILITY FOR DECISIONS AND CONSEGQUENCES OF ERROR

The incumbent Is responsible far ensuring confidentlality of material; final products to staff within the Department, outside
agancies and to Union Officials, f the information s not correct and timely | can have a mjor impact upon
misappiication of personnel practices ralating to bargaining contract, laws and ruies. Typing errors could result in
misapplication of personnel practices relating to bargaining contracts, laws and rules, Internal correspondence may be
highly sensitive and confidential. Errors {n routing &nd mistabeling could result in delays or failure of the State to achleva
necessaty products. tncumbert must foster trust in both management/supervisor and union representatives in order to
achleve maximum effectiveness in thelr position.”
PUBLIC AND INTERNAL CONTACTS

The Incumbent regularly deals with other state empioyees at varlous levels and union officials.

PHYSICAL, MENTAL, AND EMOTIONAL REQUIREMENTS

Incumbent must be able to work on a keyboard; have manual dexterity; sitting for long perlods; develop and mainiain
cooperative relationships,

WORK ENVIRONMENT _
The office is located on the third floor in a climate-controlled bullding. The work area Is a cubivle with both natural and
artifictal lighting.

I have Tead, understand and can pedorm the duties listed above, (If you believe you may tequire reasonabie
accommodation, please discuss this with your hiring supervisor. If you are unsure whether you reguire reascnable
accommodation, inform the hiring supenvisor who will discuss your concerns with the Reasonable Accommodation
Goordinator.}

EMPLOYEE (Print)

EMPLOYEE (Signature) ' ' DATE

| have discussed the duties with, and provided & copy of this duty statemsnt to the employee named above.

SUPERVISOR (Print)

SUPERVISOR (Slgnature] . DATE




