STATE OF CALIFORNIA + DEPARTMENT OF TRANSPORTATION
POSITION DUTY STATEMENT

PM-0824 (REV 7/2014)

CLABSIFICATION TITLE OFFICEBRANCHISECTION

Information Officer 1 (Specialist) BN D08/Administration/PIO

WORKING TITLE POSITION NUMBER ) : EFFECTIVE DATE
Public Informatlon Officer 906-001-5601- 1 -

As a valued member of the Caltrang team, you make it possible for the Department ta provlde a. safe ststaindble,

Integrated, and efficient trangportation systerh to enhance Callfornia’s economy and livability. Caltrans s a performance-

driven,. frangparent, and .ascountable organization that values its people resources .and partnars arld Mmeats. new
chal!enges through leadership, innovation and teamwaork,

'GENERAL STATEMENT:

Under the direction of the District:8, Public information Office Chief {an Information Officer ), incumbent Is responsible
for the preparation, communication and dissemination of the district and departmental transportation activifies, abijectives
ahd information to the media, elected officlals and the genera! public. The incumbent will independernitly parform a wice
range of more complex, varied general assigriments for the Office of Public Information,

TYPICAL DUTIES:

Parcantage Job Dascription
Eagental (E)arginat (M) _ _ .
500 B Serves as Disticl spokesparson for the district and department. Research and compile information
for various sources to address and respanﬂ 1o public, legislative and media inquiries regarding
transportation projects, policies and issues. Reprasent the district on live, on<camera interviews,
Respond to on-site locations during highway incidents to handle media {including, nights,
weekends and after wark hours). Respond to telephone calls and fo Inquiries both verbatly and in
, writing.

0% B Utilizing a computer, prepares news releases, road information bulleting, and other public
informational materigls for distribution through various media channels, Prepares written
comrespondence addressing concerns from general public. Corapose articles for internal and
external publications, briefing papers and technical journals. Create and produce a wide varisty of
written materials, pamplilets, flyers, special event brochures, for media presentations, public
hearings, public information mestings, press conferences and various District and Departmeniaf
publications. Distribute information and promote the department utilizing social media ncluding
but not limited to District 6's Facebook page, Twikter account and YouTube.

15% & Plans, organizes, and sets up public and media svents to showcase new innovations and

deparimantal position un a variety of issues; Groundbraaking and Ribbaon Cutting Ceremionies;

Public Hearings and Public Information meetings; and:other-special events for the district and -

projects. Prepares written speeches for managers as needed.

5% M Pian, coordinate, atfend, and participate in internal staff meetings and special events regarding &
' variety of isses, May be requlred to conduct liveor tape radio or television interviews,

TESSENTIAL FUNCTIONS are the core dities of the pasition that cannot be raassigned,
MARGINAL FUNCTIONS are the minor fasks of the position that can bé assigned td others,

SUPERVISION OR GUIDANCE EXERGISED OVER OTHERS
None. May act as a leadpersonin the abisence of the supervisor.

KNOWLEDGE, ABILITIES, AND ANALYTICAL REQUIREMENTS

Must have knowledge of tachniques for preparing, producing and disseminating formation utilizing all mafor media
comimunication chahnels; principles and technigues of establishing and maintaining good relations with mews media and
other public groups and khowledge of locel gevernment aperations, public event menagement, and marketing., Must be
skilled at handling multiple tasks and projects in varicus stages of dzaveiopment and implemantatior.

Must be skilled at writing, including proper grammar usage, speling and punctuation, Must possess the ability to write,
edit, and prapars for publication or raproductuon 2ws releases, magazmes arlicles, correspondence, boaklets,

ADA Nﬁi ion For individuals with sensory disabiliffes, Bds docainent is avalable In altemats formats. For altsriata fornial informeition, canidat this Forms
Ianagamient Unil af {918y 445- 53, TTY 7, arwils 1o Records and Forme Managamang, 1120 8 Street, MS-89, Sdgramanto, CA 03814,
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brochures, pamphlets, magazines, repofs, Speeches, sCripis 101 radio, 1elevision oF Moton plolires, ahd oiher
informational material, speak effecilvely; assume responsibllity for the-administration of a public information program,

Must be knowledgeable in Caltrans polisies and procedures, mission, vision, goals and princlples, Must possess strong:

communication skills and be able to address concerns in a professional and timely mannar, * -

Must have ability to analyze data, develop and evaluate alternatives. Must posgess the ability to express and present
ideas and information effectively both orally and in-writing, and develop and mamtain good working reiationships with
management, staff elected officials of the media the general public and community organizations. Must possess the
ability to think quickly through problems and respond approprlately. Must be able to manage a diverse workload, paving
attention to detail and perform multiple tasks and assignments. *

Must be able to analyze and resolve communication problems, including those dealing with public attitudes. Immediate -
reaction |s often a necessary part of dealing with communication problems. Must be able to provide rapid analysis of
alternatives and potential impacts. i :

Must have appreciation of news values; ability to analyze situation acourately and adopt effective courses for action,
demonstrated capacity for assuming progressively greater responsibllity; motional stability under stress; appraciation of
the need fo inform and educate the public on varfous phases of the district’s programs; abillty to establish and maintain -
coaperative working relations with news media and other public groups; ability to gain and hold the confidence and
respect of those cotitacted while work is parformed.

Must be skilled at working with people and have abiiity to work cooperatively with other public information office staff ang
pear group, '

Must be able to participate in pubilic relations activitiss after normal working hours. Requires the abtlity to travel
independently and set up-miscelianeous mulfimedia and miscelianeous eguipment for presentations or events.

RESPONSIBILITY FOR DECISIONS AND CONSEQUENCES OF ERROR

As arepresantative of Caltrang, itis Imperative that the Public Information Officer maintains a professional demeanor and.

is knowledgeable in Galtrans policies and procedures, misgion, visior, goals and principles. The quality of contacts made
by this position can‘influence public attitudes toward the department, Errors in decisions may result in erronsous
infarmation to' the miedia, public and legislature. This may cause embarrassment to the Depariment.and create o lack of
credibility with the public, Communications errors or incomplete information could endanger andlor inconvenience the
public, result in public concern, suits against the State, erroneous media reports, and/or negative image with thae public
and elecied officials.

PUBLIC AND INTERNAL CONTACTS .
Ineumbent confers with various levels of staff, the media, the public and other state, local-and federal representatives.

----Extensive dally sontact with-public, media, loel sta® and managemert;and-elected-officials is requirad.

PHYSICAL, MENTAL., AN EMOTIONAL REQUIREMENTS

- Ability to work on a keyboard and operate a computer.

-~ May require sttting or standing for long petiods of time:

- Employee may be required o lift and/or carry 40 Ibs,

- Must be abls to participate in public réiations getivilles after notmal working hours. S

- Must be able to trave! iridependently and set up miscellaneous multimedia and miscellaneous equipment for
presentations ot events.

- Must be able to develop and maintain coopsrative working relationships, especially with other public information office
staff, :

- Must be able to complete assigred tasks/projects on ime and within budget.

- Must be able to grasp the essence of new Information and riew technical and business knowledge.

- Required to work on extremely senstiive policy and press projects that require working unpredictably long hours and on

waekends. ‘

- Must be able to resolve emotionally charged issiies reasonably and diplomatically,
- Must deal effectively with pressure, maintain focus and intensity, et remains optimistic and persistent even urider
advarsity.
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- Required to work'Ih emergency response, Which may require ravel and siresstul Work Hours andlor condiions auring a
public emergency, ‘ ' '

- Must be able to consider and respond appropriately to the needs; feelings and capabilities of different pecple in different
situations; Is tactiul and treats others with respect, oo S

- Must be able 1o work in & high-stress environment. Must be able to deat with tight deadiines.

Must be skilled at working with pecple and have ability. to- wark coaperatively with other public iformation office staff and

L pser group. . L

WORK ENVIRONMENT - R T
While at their base operation, employee will work in a ¢iimate-controlled office under artificial light.

EmployeeWilI prisharily work in a workstation cubicle in & shared office. Core working hours will be set sometime batwesn
7:30 a.m. and4:15 p.m. May be required to work after wark hours, nights and on weekengs.

Employee may be expoéed to & variety-of hazardous and/er unpleasant field conditions including warking next to high
speed traffic, during darkness, during wet, rainy, cold or hot weather or any other type of weather conditions.,

Employee may be exposed to unpleasant traffic accident scenes which could include seriously injured or deceased
persans,

Travel is required throughout the counties of Disfrict 6 boundatias, vatious Caltrans project locations and statewide, Must
possess a valid driver's ficense and required driver's certification when operating a State owned vehidle.

Overtime may be required and vacations may be restricted during peak periods, Punctual and regular attendancs ig
required. _

I have read, understand and can perform. the duties lisied above. (If you believe you may require reasonable
accommotation, please discuss this with your hiring supervisor. I you are unsure whether you requite reasonable

accpmmodation, inform the hiing supervisor who will discuss your concerns with the Reasonable Accormiodation
Coprdinator.) '

EMPLOYEE (Print)

EMPLOYEE (Signature) : . T DATE.

Fhave discussed the dutles with, and provided a copy of this duty statement to the employee named above.

SUPERVISOR (Pnt)

SUPERVISOR {Signature) ' DATE




