STATE OF CALIFORNIA » DEPARTMENT OF TRANSPORTATION,

POSITION DUTY STATEMENT

PM-0824'(REV-9/2013) ‘

"CLASSIFICATION TITLE OFFICE/BRANGHISECTION,

Office: Technician. D8/Construction

WORKING TITLE ’ POSITION NUMBER. EFFECTIVE DATE
Administrative Support: 908-500-1139
As :a valued member of the Caltrans team, you make it possible for the Department to improve. the' mobility across
California by being innavative and flexible; reporting to work.as scheduled; working: cooperatively with team members:ard
othiers; and treating others fairly, honestly and with respect. Your-efforts are important to each member of the: team as

well as.those we. serve.

_GENERAL STATEMENT:

Under the direction of aStaff Services Manager |, independently performs-advaniced clerical duties for the Division
Supervising Transportation Engineers-and their staff, In support of the efficient opération of the Construction Division.
Possession of a valid driver's license is.desirable.

30% E Provide clerical services to-staff in the Division.of Construction. Types letters, memos; charts;
tables stc.. Updates-forms and:routing distribution’lists: Enters information (reports;
correspondence, tabulations, labels‘and charts ete!).via keyboard into a personal comiputer.
Stores and retrieves documents from a. personal computer-and keeps'tecords relating to misc.
documents. Prepares, disseminates, and files miscellaneous notices to Division pefsonnel.
Assembles, makes photocopies; sorts, and bundie misc.-documentation, reports, information as

eded. Routinely monitors fax maching and appropriately distributes faxed documenis..

Ascertains the fax machine.is in working order and stocked with papei/full cartridges. Obtaing:

copier/printer/f ocks copier/printer/fax machines daily.. Makes mirior

{ riptintet/fax equiprent to maintain in working order. Notifies:

Ve forms, pl
» efc., as reg

~phone calls; t

finformation, print and seal envelopes,
nel.

Mail: Retrieves, sorts and distributes Division mail. Determines appropriate mail distribution and
places in thailboxes arid/or repackages for redistribution to field offices. Prepares mail labels;
determ| roper shipping méthod, maintains. stock of mail supplies, prepares mail distribution
lists/forms, updates.same, prepares and sends nofification of address changes via email-to
Division/District personniel. Required to verify-recéipt.of all contract-related documentation via date-
- staniping all ning contract doctiments. Maintains the mail area in an orderly, clean state: On
occaslon, may be required to travel to'the District Office or outside mailing center forretrieval and
delivery:of mail. '

Telecommunication: Assists.and acts as backup to:the Division Telecom coordinator. In that

capacity, assists:in providing support for-approximately 285 cellutar phones, and 7 Blackberries,

— whichincludes preparing and processing documentation for the replacement/repair of portable
communication:.devices.. Assists staffin. repair and-use of equipment. Reviews:monthly cell
phones bills for Division for proper usage according to'Department policies.and guidelines. Notes.
any deviations of proper-usage for further action by Division's Telecom Coordinator, Distributes’
bills to-appropriate Supervisors. Assists in preparing documentation relevant to'the loss, theft,
and damage to portable communications devices: '

3% E Office: Managers Support; Performs various tasks in support of admiinistrative flingtions and office
operations for the managerial staff. Includes. setting up original form letters, developing complex
forms, composing and proofraading letters, memos, and reports. Prepares written information in.
accordance to general: guidelines. May involve researching inforfiation i.e., uiit numbers, project

ADA Notic e ‘For. individuals-with :sensory-disabllities, this document is:available. in alternate formats.. For information, call (916) 654-6410,

TTY 711, or wiite-to Records-and: Forms:Management, 1120'N Streef, MS:80, ‘Sacramento, CA 95814,

: Performs misc. clerical tasksie., makea
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codes, Resident Engineer assignments; various administrative procedures, internet database
‘searching, and contacting District employees and the public for information. Evaluates information/

‘of dat

‘documentation’provided for adequacy-of information.and determines:appropriate action necessary
to complete tasks. Prepares stafistical charts, tables, and graphs, etc., utilizing various resources
Develops filing systems and/or revises existing databases of information to.accomplish

‘work. Maintains sensitive-and confidenitial file- materials for management level pefsoinel.

30%

10%

E

M

Labor Gomplianice arid Construstion. Project Administiatior:‘Sets up pre-job meetings, types
notifications to attendees, Accesses, ypes and retrieves information from différent databases:
Receives documents peftaining to-construction project administratioh and as needed, makes
copies, distributes via.mail and-or faxing to various-offices. Processes and files various
documentation ir suppait of constiuction project’s contract:activities; i.e., contract aceeptancs;
approvals, contract-award, resident engineer assignment letter, relief from maintenance, contract
chafige-ordér bursting and special.instructions, etc. Performs various tasks. associated with
maintenanee-of contract files; i.e., creates:and maintains constructions files, files documents on an
on-going basis, assists in the packaging and final filing-of records for all completed projects: -

includes résident engineers office, labor compliance and construction office files.. Assistin the:

maintenance:of properly, organizedfiles..

Order stationary supplies for Construction Branchesin the district office; Determine supplies
available from ca‘t‘alo.gue-;-.fsubstifu‘te'-"iike_:'-product's- as'needed, research product information on’
internet; make vendor-contacts for purchasing information, prepare purchasing forms, obtairi
funding approval, submit-and pick up supplies from Division Purchasing staff, deliver supplies to
staff in the Construction Annex and inist’rjgﬂt,Ofﬁ'qe--;s.i‘g‘n;/piqlg.j‘upilsvuppl,y:prders“fro'm vendots,
deliver to purchasing unit. Prepare reports on supply purchase/distribution to establish ofdering
pointlevels. : "
Payroll Assistant: Serves as backup to the Division's payroll liaison. In that capacity, sorts payroll;
determines if checks belong to Division persontiel; contacts-employegs via phone/e-mail o collect

_checks. Prepares and updates current employees list, instrusts émployees:to:prepare ehieck. . - ...

Gisposition forms, prepares mailing labels/envelopes, mails pay warranits, logs/keep récords of
check distribution and retims pay warrants to District:Cashier if necessary. Determines if checks
are needed and researches prior work location of employees, identifies' their unit number, and
retrigves the pay watrant from that location. Travels to District Office. to pick up payroll for Division
Tocated at the Southiern Regional Lab.. ‘ ‘

uipment: Maintairis the Division's meidia-gquipment. Kéeps currentinventory of items:
d maintains an accurate log of itéms loaned to staff. Ascertairis the equipment is in
orking order. Makes minor-adjustments as nedessary to keep equipment in.working order.
Notifies p ent analyst wher equipment is in need of repair or replacement: Acts a Division
aison.fo st up and-operation-during Division:spensored events. Employment Support:.

~ dence related-to employmeriti.e., selection/non selection of personnel;
photocopies materials; responds to.request for position information i.e., duty statements, etc. -
Prepares.and purges files, Notifies attendees of meetings'scheduled by Division personnel and
makes foom reservations/cancellations-as needed. Make appointments and arrange meetings for
Division-mariagement, and prepare, gather, and-distribute materials for the mestings. Make and

post directional signs. Coordinates presentations and equipment needs, Sets.up media and
provides:media support during-.event. Configures room for event. Prepares-agenda: Takes,
prepares and distribute meeting minutes. Identifies action items. Follows up with staff on statusof
items prior to meetings. Travel Arrangements:-Acts as-backup to the Division's-secretary. to

provide assistance to staffin making travel arrangements. Includes obtaining airline schedules;.
contacting carrental/hotels for information, making reseivation er..air~fligh,ts/ca,r refital/ hotel room/
motor pool. Obtains and distributes updated-travel information as rieeded. ‘Special Event Liaison:
Serve:on various District committees in support of staff recoghition-and State sponsored events,
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‘TYPICAL DUTIES:

Pércentagé Job Desoription

Essential (E)/Marginzl (M)7 :

Prepares agenidas, évent notices; locates-and afranges facility use, receives/ reconciles cash
transactions in support of staff finctions, attends meetings, solicits staff to assistin performing
work related to-event cootdination; stc. Back up Clerical Support: Serve as the Division secretary
in thieir absence; perform.the critioal work of other-clerical staff in-their absence.

IESSENTIAL FUNCTIONS arethe core dities of the position that cannot be reassigned.
MARGINAL FUNGTIONS ‘ars the minor tasks of the position that can be:assignad to others:

‘SUPERVISION OR GUIDANCE EXERCISED OVER OTHERS

KNOWLEDGE, ABILITIES AND ANALYTICAL REQUIREVENTS

Knowledge of the Gonstruction program, its‘organiization; administrative processes, pracfices monitoring/tracking, status
reporting:- , _ ) :
Knowledge of proper correspondence formatting; grammar, punctuation, and spelling.

Ability to-establish and maintain friendly and cooperative relations with tHose €ontacted ifi the Goursé of work:and to

Must maintain accurate.and cur;ent- records: of all -employee-related documentation, contact numbers, office locations,
and mail..-Fallure to:do so:could resultin miscommunication leading to late-payments to employees, delay of information
1o employees which-cause confusion; :and/or lack of actionon-the part of office/field staff due o non=notice of contract
information:. .

Incomplete-information and documentation could resultin loss of mariies, legal liabilities; loss of integrity-and/or

“embarrassment to the State.

'PUBLIC AND INTERNAL CONTACTS

Extensive contaots with Caltrans personnel, vendors; contractors and othier.goveinitient ageficias. THese. contacts will be
verbal or'written, as needed, to perform assigninents.

'PHYSICAL, MENTAL, AND EMOTIONAL REQUIREMENTS

Physical:: May. be required to sit for long periods of time using & keyboard and video dispiay. terminal.and frequeritly
requires bending; stooping; kneeling and moving itsms 25 Ibs. or mare.. Must have manual dexterity to operate computer
for preparation of reports-and forms: Must be able to travel to various locations and may be required to. fove acioss.
uneven surfaces: : '

Mental: . Ability to-bis miitt

-task; adapt to chiangss in priorities and tomplets tasks or projects with short notice; ability to
umes:of Varied documients; and the ability to caricentrate in order to review and create
dlines. '

organize prioriti;
documentsand mee

ts :.r_ict'-_de.a
Emotional: Must Have the ability to work togethier in-a c,qupe‘rétiyé-.man'ner;iability to resolve emotionally charged issues
reasonably ard diplomatica al effectively: with pressure, maintain focus and intensity yet remain-optimistic-and
persistent, even Under adversity; corisider and respond appropriately to the: needs, feelings and-capabilifies of different




“EMPLOYVEE (Signature).
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“peoplein different situations; mustbe tactfil'and treat ofhers with' respect; open'to charige and new information; and
adapts behavior-and-work methods:in response to new information, changing cohditions oruriexpected obstacles.

WORK.ENVIRONMENT
Emiployee will work indaors in & glimate:conitralled office under artificial lighting.

1 have: téa’d; understand -and. can .perf'ofm the ‘duties' listed above. (If you. believe 'you may require reasonsble.

‘accommodation; please: discuss this with ‘your hiring supervisor.

Coordinator.)

"EMPLOYEE (Brint)

DATE

I have discussed the duities with 'and provided'a copy of this duty statement to:the employee. named-above.

SUPERVISOR (FrinD)

 SUPERVISOR (Signature)

DATE

' discus _ : If you are unsure whether you require reasonable.
accommodation; ‘inform the: hiring supervisor who will discuss: your coricerns ‘with the Reasonable Accommodation:




