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WORKING TITLE POSITION NUMBER EFFECTIVE DATE
Highway Equipment Superintendent Hl 932-032-6821-

As a valued member of the Caltrans team, you make it possible for the Depariment to provide a safe, sustainable,
integrated, and efficient transportation system to enhance California’s sconomy and livabifity. Celtrans is a performance-
driven, transparent, and accountable organization that values its people, resources and pariners, and meets new
challenges through leadership, innovation and teamwork,

GENERAL STATEMENT:

Under the general direction of the Supervising Equipreent Englnaer, the Highway Equipment Superintendent 1l (HES 1)
is the Field representsflive for the Division of Equipment (DOE). The HES Ul maintains a lean Shop organizational
structure through Independent and ceoperative workload evaluation, classification determination, selection and cultivation
of personnel. Is responsible for oversight regarding all shop activities including proper procurement practices, uses and
storage of materiel; malntaing general offlce procedures and practices; accurate and timely data entry. The HES I
petforms these duties independently and collaborative with Shop suppoit staff.  Participates in and conducts internal and
external meetings. Maintains discipline and apan communication with all levels of Shop and office personnsl,

TYPICAL DUTIES:
Pareentage Job Dascription
Essental (EyMarglnal (M)

95% E Reviews plans, drawings, specifications, and matrices provided by DOE Engineering and
Production units or vendors used for the assembly of new and/or modificalion of equipment,
Ensuras information is accurate and feasible so the assembly or modifications can be performed.
Makes and tracks production run changes. Processes Manufacturing Change Requests using
Input frem technical and supervisory staff.

20% E Uses deparimental and program guides, policy and pracedures and manuals Guldes direct reports
in the proper accomplishment of thelr duties including the daily menitoring of worklead and daily
menitoring of dala accuracy, Caltrans safely practices, current industry innovations, personnel and
disclplinary issues, budgetary issues, current Divislon of Equipment direction and instruction,
District vehicle and equipment needs, training opportunities, upward mobility opportunities.
Encourages communication and ideas from all lavels of the shop workforce to work lean and with
continuous Improvement, Works direct with reperis to prolectively establish a customer service
oriented shop.

15% E Participates in the acquisition and disposal progess of vehicles and equipment to ensure the

correct and most sconomically efficient fleet mix Ensures repairs and equipment improvements are
accurate corract, economically efficient and {lmely by monltoring work through daily review of shop
generated work orders. Monitors workload and makes adjustments as necessary (o provide the
greatest economlcal and time officiencies using headquarters DOE generated raports, seif
generated Fleet Anywhere (FA) database reports and empirical knowledge.

10% E Parficipatas via face to face meetings, teleconferences, or webinar in varicus local and Statewlde
meetings pertaining to the fabrication of flest squipment, modification of equipment and developing
standards for fleet squipmant. Actively participates in test and pilot projects peraining to fieet
equipment.

0% E Uses FA generated reports such as Preventive Inspection Schedule reports, backlog work raports,
open waork order report and work order error report as example to analyze data in order lo
efficiantly manage shop operations. Also creates and develops reports using Access and Excel
regarding productivity, scheduling and tragking. Directs Equipment Maleriel Managers o ensure
corract inventories are avaitable in shop and field settings through regular shop and fleld reviews,

ADA Notlee For Indlviduals with sensory disabiliies, this documant 1s available in alemate formats. For Information, call {316) 445-1233,
TTY 711, or wrils lo Records and Forms Iansgament, 1120 N Streat, M5-89, Saeramento, CA 95814,
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5% E Travels to Inspest equipment to ensure repairs and inspections are done on fime with the correct
amount of resources expended. Travet to Fleld Mechanic locations to ensure shop safety and
adequate facllities in compliance with Caltrans policy, State, and Federal regulations through
reguler field raviews, Communicates verbally and by email with field program supervisors to
monitor service lovels and determine needs at the fleld level. Represents DOE and the District
Shop at mestings throughout the State such as Regional Managers mestings, facilities related
meetings, personnel related meetings and safaty meetings.

5% E Provides written Instructions using letiers, memos and emails to individuals and groups. These
include work directfons, developmental instruction and training, and informational notices. Provides
written communication to customers and vendors through letters and emall to communicate
equipment-iesuas and schedules, Written and verbal communication within Caltrans regarding
personnel issues, facility neads and safety issuas. Prepares prasentations such as PowerPoint for
training and information sharing. Prepares reports as required to monitor and work progress and
evaluate shep performance. Assists [n development of written work instructions and shop
guidelines,

5% M - Using FA along with HQ and sell generated expenditure reports, maintalns proper distribution and
expenditure tracking of allocated cparating expense dollars while staying within the shops budget
allocation, Following departmental and bargaining unit guidelinas and procedures, maintains
proper staffing levels by determining high demand areas and District needs ,

5% M Plans for seasonal and other District equipment needs through coordination with District Reglon
Managers, Area Superintendents and District Equipment managet. Prioritizes repair work and
aquipment Improvemients through discussion with the District Equipment Managers, and Program
Supsrvisors or Coordinators to ensure the right equipment is avaliable whan needed.

TESSENTIAL FUNGTIONS are the core dutlea of the position that cannot be reassigned,
MARGINAL FUNGTIONS ara the minor fasks of the posifion that can be assigned to athers,

SUPERVISION OR GUIDANCE EXERCISED OVER OTHERS
Directly supervises Assistant Highweay Equipment Superintendents, Highway Mechanic Supervisors, Equipment Material
Managers, and an Offlce Techniclan

KNOWLEDGE, ABILITIES, AND ANALYTICAL REQUIREMENTS

Knowledge of various lypes, models, capacity, operative characteristics, principles, and practices employad in the
construction, operation, maintenance, use and repair of motorized vehicles, heavy construction and maintenance
equipment; approved methads, tocls and equipment used for the repair and febrication of such equipment employed in
the maintenance and construction of highways and appurtenant sfructures; various safely regulations governing Shop
operatlons; tralning and development practices and methods of keeping records of equiprment and perpetual inventory.

Ability to: read and write English at a level required for successful job performance, understands and effeclively carries
out Slate and departmental Equal Employment Opportunities Polloles; analyze sltuations accurately and take effective
and appropriate aclion; reason logically, draw valid cohclusions, and make appropriate recommendations; read and
Interpret budgetary reports and spreadshests; successfully work with others to gain and maibtain thelr respect and

- confitlence; conduct self in a professional manner; develop and maintain cooperafive working relationships; demonstrate
good judgment, tact, initiative, and diplomaay; follow directions,

RESPONSIBILITY FOR DECISIONS AND CONSEQUENCES OF ERROR

The Shop Superintendent has responsibility for his/her own aots. Errars in judgment could result in inappropriate
purchases; weaak of poor support to the Districts efforts, damagad equipment, safety hazards, reduced and untrained staff
and escalating costs, Errors may cause failures in stewardshlp with Increased or unnecessary costs. Errors may cause
delays in providing needed equipment to users causing an inabllity to mest misslon critical needs.
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Thig position has been designated as safely sensltive In acéordance with Depariment of Personnel Administration Rules ™
509.960 and 599.961. Use of alcoho! andfor drugs that impede the employee's ability to perform his or her duties safely
and effectively could clearly endanger the health and safety of others, resulting In injury and or death.

PUBLIC AND INTERNAL CONTACTS

The HES 11l canducts business with manufaclures representatives, vondor representatives, other State Departments,
Headquarters and District rapresentatives such as District Directors and thelr Division Chilefs, Maintenance
Superintendents and Equipment Managers, and Shop Analyst’s cffice to resolve budget Issues, Decasional contacts with
the public and other publlc agencies relating to equipment, its operation or administration.

PHYSICAL, MENTAIL, AND EMOTIONAL REQUIREMENTS

Employee may be required to sit for long perlods of time using a keyboard and video display terminal. May have to walk
on uneven surface or be exposed to inclement weather during field visits, The incumbent must have the abllity to develop
and maintain friendly and cooperative-working relationships with those contacted in the course of the work, communicate
effectively and respond appropriately to difficult situations. Must be able to organize and prioritize varted documents and
assignments. Must have the ability to multi-teisk, adapt to changes in priorities, and complate projects within short time
frames. Have insight into situations to make improvements/efficiencles. Create a work environment that encourages
others to provide efficient and quality sarvice. Provide support and tools for staff needed for them to perform well, Woik In
intense, emergency situations while maintaining a professional manner. Must handle pressure well and he able to adapt
behavior based upen situation. Behaves in a fair and ethical manner toward others and demonstrates & sense of
responsibility and commitment to public service.

WORK ENVIRONMENT

Employees will work int a climate-controlied office under artificial lighting, as well as travel to field locations at varying
fimes of the day or night and in inglement weather as raquired, May be reguired {0 work unscheduled excess hours as
neaded and vacations may be restricted during peak times.

I have read, understand and can perform the dutles listed above. (If you believe you may require reasonabie
accommodation, please discuss this with your hiring supervisor, If you are unsure whether you require reasonable
accommodation, inform the hirng supervisor who will discuss your concarns with the Reasonable Accommodation
Coordinator.) -

EMPLOYEE (Print)

EMPLOYEE (Signature) ' DATE

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

SUPERVISOR (Print)

SUPERVISOR (Slgnature) DATE




