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CLASSIFICATION TITLE OFFICE/BRANCHISECTION

Senlor Equipment Materiel Spaciallst Divislon of Equipment/Maintenance & Repair/Shaop 3/ 3227
WORKING TITLE POSITION NUMBER . EFFEGTIVE DATE

Senior Equipment Materlel Specialist 032-023-1542.

As a valued member of the Caltrans team, you make it possible for the Department to provide a safe, sustainable,
integraled, and efficient transportation system to enhance California’s economy and livability. Galtrans is a perdermance-
driven, transparont, and accountable organization that values Iits people, resources and partners, and meets new
challenges through leadership, innovation and teamwork.

E

L

Designated as a working lead-person, oversees and directs the parls depariment staff engaged in Equipment Materiel
Operations work concerning the purchasing, inventory, disbursement, shipping and receiving of eguipment parts,
materiel, related squipment and services for the fabrlcation, maintenance, repair and disposal of mobile equipment,

TYPICAL DUTIES;

Essentlal (E)Marginal (M)1

Parcentage

30% E
30% E
20% E

Job Descriplion

(nventory - Help maintain various materlals and supply inventories in the shop parts room, outside
storage areas, warehouss, fleld shop locations and maintenance yards, and insuring that there is
an adequate inventory on hand, Determine the timeliness of matariel needs and recommend
substitutions. Rotate inventorles on a first-in/ first-out basls. Insure proper stock security measures
are taken. Maintain proper stock levels in the miscellaneous small parts aréas located in the shop,
parts room and field mechanic locations, Perform periodio physical inventories, spot check high
dollar items at the Main Shop. Maintain proper stock organization in bins, shelving and pallet racks,
Make sure all stock is labeled and have either a labeled bin box or the shelf area Is clearly marked,
Periodically re-organize stock for proper location and accessibifity. Reconcile dally Flest
Management reports against recelving and disbursement decuments for accuracy. Responsible for
the keypunching and coordinating the input of daily transactions via the computer terminal
including direct issue parts, commercial repairs shop stock receipts and disbursements. Assist with
the review of stock reports for items to add or items that are surplus to our naeds or have bscome
obsolete. Arrange for tha return or disposal of surplus or obsolete parts and supplies, Assist In
removing the items from inventory. Assist and insure the legal disposal of all hazardous waste
material and sorap. Log in and assign property tag fo all new non-expendable equipment. Help
conduct yearly computer and non-expandable Inventory. Assist with the tire-recapping program.
Administrallve - Assist with the review and approval of all purchagsing documents. Assist shop
supervisors and field mechanics on proper purchasing methods and the proper manner filling out
purchasing documents, Give guidance and train subordinate Equipment Materiel Specialists in
procurement and parts department procedures, Develop and train staff by means of on the job
training and individual development plans. Responsible for the safe operation of the parts
department and employees. Help host semi-monthly tellgate safety meetings covering safely and
best management practice related items, Attend quarterly safety meetings and monthly staff
mestings. Work closely with shop supervisors, fleld mechanics and vendors, Inltiate and administer
formal and informal service contracts. Help administer the safety eyewear program. Help manage
materlel recycle programs, Keep the Equipment Materiel Manager Il informed of the parts
departments’ aclivilies and all matters pertaining to the day to day operation,

Purchasing - Will assist and provide direction for all purchases mada by Equipment Shop
Employeas, Ensures proper cost cotling on purchase documents, Must be familiar with all
purchasing regulation outlined in the Materiel Oparations Handbook. Will assist persennel fo use
the proper mode of purchase using Contract Delegation Purchase Order (CDPO) or Cal-card. Must
have knowledge of existing Contracts, California Multiple Award Schedule, State Price Schedule,
Prison Industry Authority, Master Rental Master Service Agreements and information to Implement

ADA Notlce For individuals with sensory disabilities, this document Is availebla In slternate formate. For inforimalion, call {918) 446-1233,

TTY 741, or wtite (0 Records and Forms Managsment, 1120 N Street, MS-89, Sacraments, CA 45614,
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legal purchases. Will assist In processing CDPC's In a fimely manner to comply with the Prompt
Payment Act, Will assist with the monthly reconciliation of the Cal-card program in a prompt
manner and have purchasing documents Inte Accounting by the 8th day of each calendar month,
Will agsist with all involce-billing problems to bring them to a quick resolve. Will assist with the Cal-
card Program to insure the proper use of the card, to assist in timely resolve to all disputed
charges, and to immediately report any misuse or fraudulent use of a cardholders card, and to
assist in keeping all cardholder information up to date using Account Malntenance Forms,
including the cancellation or request of a new card, Assist that all credits and warranty
reimbursements are recelvad. Assist with maintaining a vendor price file for all items stocked and
purchased in quantity, and updale annually. Assist with preparing specifications for materiel and
services; solicils bids, negotiate with vendors on price, delivery and quality. Assist with keaping an
up to date recard of sources for parts, supglies and services required by the shop. Ensura that all
parls purchased are of good quality and are promptly delivered,

0% M Shipping & Recaiving « Assist with ihe recsiving of mohile equipment from Headquarters Shop and
direct deliveries from vendoers, Work with vendors to correct delivery problems, Check unils against
equipment specifications {0 insure Departmant of Molor Vehicle documents are correct, Prepare
the Caltrans Equipment idantiffcation form, DME78, "chack sheets" an units received and route
copies to propar departments, Periodically review stock and direct issue, on-order files to insure
prompt vendor performance. Contact vendors on late deliveries. Make sure shipments are
examined for quantity and qualily of merchandise being recelved. Make sure receiving problems
are resolved and recelving data Is entered Into computer system, Make sure items are put away
and stored properly. See that materiel is removed from stock and preparad for shipment, Make
sure bills of lading are preparad propsily and hazaidous materials are properly handled and
shippad.

10% M Clerical - Help maintain CDPO logs and Cal-card files for all cardholders, Help maintain hazardous
waste document flles Including items returned to the shop for consoclidation purposes, Halp ensure
that all documents are kept on fite for the required file retention period set by the Department. Heip
ensure that required vendor forms are on file: The Drug Free Workplace Cetlification, The Vendor
Data Record, and Tha Vendor Repair Agreament. Help maintain the Vendor Repalr Agreament
Database, Dusting, cleaning, mopping and sweeplng work area as required.

TESSENTIAL FUNCTIONS are the core dulles of the postiior: that cannot be reassigned,
MARGINAL FUNGTIONS are lhe minor tasks of the position that can be assigned to others.

SUFPERVISION OR GUIDANCE EXERCISED OVER QOTHERS

Will give dally direction to & staff of Equipment Matarisl Specialists. Plan, develop and monitor your subordinates. Take
noles and keep your supetvisor informed of any personne! issues that may arise, insure a safe work area, May be
required to supervise for a specified limlted period of time during supervisor's absence.

KNOWLEDGE, ABILITIES, AND ANALYTICAL REQUIREMENTS

Knowladge of legal procurement policies, proceduras, and limilations as outlined In the materie| operations handbook and
in the Department of General Services delegation that is granted to the Division of Equipment, and using the proper cost
coding. Knowledge of inventory, stocking, shipping, recelving and disposal procedures thorough knowledge of
automotive, truck, and heavy equipment parts, accessories, tools and sources of supply. Understand basic computer
operafions with the ability to oparate mainframe and PC based computers for input and reirleval of information, Follow the
procedures as outlined In the Fleet Anywhere / Management manuai.

. RESPONSIBILITY FOR DECISIONS AND CONSEQUENCES OF ERROR

Failure to properly purchase, recelve and disburse parts, supplies, components andg equipment would drastically hinder

. the shop's operation, Increase equipment downlime and add to overall cost of operation.

Violatiens of purchasing regulations could also result in the loss of equipment's purchasing defegation,

This positlon has been deslgnated as safely sensitive in accordance with Depariment of Personnel Administration Rules
599.960 and 699.981. Use of alcohol and/or drugs that impede the employee's ability to perform his or her duties safely
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and effectively could clearly endanger the heallh and safsty of others, resulting Tn Tnjury and or death,

PUBLIC AND INTERNAL CONTACTS
Extonsive contact with shop supervisors, field mechanics, district employees and vendors,

PHYSICAL, MENTAL, AND EMOTIONAL REQUIREMENTS
Ability to stand and walk on concrete flooring all day, frequently stooping, bending and kneeling.

Sitting for prolonged periods of time.
Ability to lift and move equipment parts and boxes weighing up to 80 pounds frequently, and up to 75 pounds
occaslonaity.

Ability to reach overhead to retrieve or place objacts weighing up to 35 pounds.
Abillty to operate forklifts and hand operated materiel-handling devices.

Ability to climb steirs carrying cbjects weighing up to 8¢ pounds on occasionally.
Possession of a class "C" driver's license and be able to travel to distant locations in Inclement weather.

Wit be required to wear safety equipment including sye protaction (safety glasses), ear plugs, safety vesl, and hard hat,
Must be ahle to wear protective clothing as required and furnished by the Division of Equipment.

WORK ENVIRONMENT ‘ ‘

The Senior Equipment Materlel Speclalist will work primarily in the shop parts department adjacent to the shop, Primarily
time in this position will be spent in the parts department environment, It will be necessary to work in oulside storage
areas, warehouse, distant fiald mechanic locations, or highway malrtenance warehouses, Must be ableto work in these
areas In Inclement weather, which may include sevare cold or heat. It will be negessary to assist with the daily operation
of the parts department which may include any or all of the duties listed below, You may be asked to make trips to the
field mechanic locations to assist with the review the parts departmerit areas of responsibility,

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

EMPLOYEE {Print)

EMPLOYEE (Signatura) DATE

1 have discussed the duties with, and provided a copy of this duty statement to the employee hamed above.

"SUPERVISOR (Print)

SUPERVISOR (Signature) DATE




