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“CLABBIFICATION THLE OFFICEBRANCHISECTION

_Senior Transportation Engineer, CT 54 / Construction iCnntrast Admsnistratwn
WORKING TITLE e TR ORITION NUMBER S EFFEGTIVEDATE |
-Construction Claims Engineer 913-500-3161-009 10120111

As & valued member of the Camans team, you make it possible for the Department to pmmde a safe; sustainable,
integrated, and efficient transportatmn system to enhance California’s economy:and livability. Caltrans is a. performance-
driven, transparent, and accountable organization that values its peopfﬁ, resources and partners, and meets: new
chalienges thmugh leadership; innovation and teamwork.

STATEMENT:

Undér the: generai direction of the Chief, Office of Cnntract Admtmstrafm, the construction claims engmeﬁr opamtmg in
a specialist capacity, performs difficult and complex engmeermg work relating to spesiahzed transpertatwn prajacts and

r&aearch

“The claims angmeer isa mpramntatwe of head(guadem tha,t confers with engineers in district and athers relative o the
_details of work planneé or performied in a district; makes special reports and mvesﬁgation&, and devaiops and
recommentds changes it policies, programs, standards and concepts. :

The ciaams engineer functions in the aapacme& of subject matter expett and developer.of pohmes procedures, amf
specifications; measures claims administration perfonnanse and remmmends process improvements for netzaes m‘

‘potential claim, claims, and claim settlements.

TYPICAL DUTIES:

Percentage Job Dascnptxen

Essential (EYMarginal (i) . '
20% E »Slanfy notices of potential claim, claims, t:iaim setﬂementa, mn!ract spmf‘mmns, pahmes, and

adm;mstratwe procedures by:

* Semng as the subject matter expert.
~ * Evaluate the merits of claims in accordance with mﬂstmctmn eagmeemg prmczptes, the contract
plans, the contract special pmms.sons the standard ptans and the standard spemﬁca&mms :
* Reviewing and responding to requests for assistance in the preg;araﬁan approval and pm:essmg
of potential claim, claims, and claim settlements.
* Staying informed on the latest owner and contractor trends and best praf:tzces for resolve
- construction claims and disputes.
* Attending and delivering presentations at meetings.
* Admimstfa’tmg customer surveys and focus gmupts
* Conducts semi-annual statewide claims engmeer meetings,
*Training on an mmwduai or group basts;

2(;%‘ E 'Rewew claim settlement reports, board of review re;mﬁs«, and district dzrectw final dei’ermmatzon of
: ~glaims to identify pmcesa improvements and catalogue lessﬁma learmned: '

* Collect and scan claim settlement reports, board m’ rewew reports; mferhe;ad montract c;hange '
orders, and district director final determination of claims letters into an electronic data warehouse;

* Analyze claim settlement reports, board of review reports, and district director final da%ermmamn .
of claims letters for weakness of the contract dacuments on an individual and pmgrammatm
basis.

*Provide recommendations to Division of C{mstructian managament to improve wniraet
specifications and policies/procedures.
*Identify best practice soiutmm and propose recmnmendatmns far managemeﬂt at;tmn

ADA Notice For md Ividuals with sensory disablities; this document is avas!abie in altemate formats. : For information; eat% {018) 4451238,
PR TTY 744, or write to Records and Fofm Managemeng 20N Simaf, Ms-89, Swamenm GA 9&8’14 .
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20% E Develop, improve, and support the admihistratinn of the canstruction claims process to assure the:

- *Contractor's notice of potential claim is-complete ane! timely. -
* Contractor's exceptions to proposed final estimate are clearly ﬁaf‘ned campiete and ttmery
* Internal district reviews aré thorough, complete, fair and competent.
* Board of Review are conducted, documented and closed out in a timely manner by quaf:ﬁeﬂ
mansgers.

20% E vaidé management information and support by:

* Recommend improvements to contract specifications, poli méa and prmedures to Division.of
Construction Management. »

' léent;fymg operational impacts and recommends a Division of Construction position on ;:swposacf
changes to laws, delegations, management practices, and polices.

* Collect and analyze contract. administration da&a ldeniafy data trends: and devewp axplanaiisna
to support the data. v

* Preparing issue papers, dalegatmna of authority, oral presentations, ?aat aheets dex:zswn
documents, legislation and policy proposalson f:ompiex policy, laws and raguiatms

* Monitoring and reporting claims status anﬂ act jvity on a monthly and quaﬁ:erly‘ basis.

20% M Prepare general statewide csnstructron po icy, specifi ications, training and admin siraisve
' procedures by: , .

* Developing policy, prot.:adure& and speclf;catwns for. Jmplementatmn of contract admin siraﬁ
best managemant practices.

* Developing, reviewing; and coordinating with other funatmﬂai umts fo update ami improve
contract specifications.

* Preparation of consultant contracts and task orders, and may work in the capaclty of mntmf;i
manager cr task order manager. :

1ESSENTIAL FUNCTIONS are the coré duties of the position that canniof be reassigned.
MARGINAL FUNCTIONS are the minor tasks of the position tha can be assigried to offiers.

SUPERVISION OR GUIDANCE EEXEERG&SEI} CNER C)THERS
No direct supervision is exercised.

KNOWLEDGE, Atsiu'ftﬁs, AND ANALYTICAL REQUIREMENTS
- The incumbent must hold a valid registration as a professional civil engineer.

The incumbent should have: '
* Knowledge of the goals, objectives, organization policies and procedures of project developmient, espeoially of the
Division of Construction.

* Extensive experience and knowledge in construction caniract administration,
“* Superior writing and verbal communication skills.
* Ability to take initiative and to work independently.
“* Ability to complete work assignments on time and with quality.

* Ability to priorifize work and complete many assignments under tight time constraints.

* Some knowledge of construction contract laws, codes and regu!at:ons
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RESPONSIBILITY FOR DECISIONS AND CONSEQUENCES OF ERROR _ .

The incumbent is responsible for independent action in carrying out the broad range of professional and technical duties
described to ensure conformance with policies/procedures and contract documents. Failure to carry out the G
responsibilities of the position could result in engineering failures. Additional project delivery costs to the State may be

realized through inefficient contract administration and validated contractor claims.

PUBLIC AND INTERNAL CONTACTS , ~ . Hie i

The incumbent will have written and oral communications with various levels of headquarters and district personnel. The
incumbent is encouraged to contact local, State and Federal agencies; as well as the private sector to assure successful
‘performance of the previously described duties. o ¥ IR : - . SR

PHYSICAL, MENTAL, AND EMOTIONAL REQUIREMENTS v -

The position requires the ability to multi-task, adapt to changes in pricrities and ensure completion of tasks or projects

~ ‘with short notice. The incumbent will be required to develop new insights into difficult situations, to apply innovative
_approaches to solve complex construction problems, to create a work environment that encourages creative thinking and -

innovation, and to create a sustainable organizational culture that encourages others to provide the quality of service.

 Thie position requires the ability to develop and maintain cooperative working relationships, to resolve emotionally

charged issues reasonably and diplomatically, to work effectively under pressure, to maintain focus and intensity, to
remain optimistic, to be persistent under adversity, and to adapt appropriate behaviors and work methods to respond to
new information, changing conditions and unexpected obstacles. This position requires a fair-and ethical behavioral
‘manner toward others and a demonstrated sense of responsibility and commitment to public service. s

WORK ENVIRONMENT R |
The position work environment is primarily in an office. Minimal travel may be required.

I have read and understand the duties listed above and can perform them with/without reasonable accommodation. (If
you believe you may require reasonable accommodation, please discuss this with the 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.) : : : s

T have read, understand and can perform the dufies 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.) I N DR (.

'EMPLOYEE (Print)

EMPLOYEE (Signatire) e ' DATE

| have discussed the duties with, and provided a copy of this duty statement fo'the emp%y;e‘e* named above,

‘SUPERVISOR (Print)

SUPERVISOR (Sigrature) | DATE




