STATE OF GALIFORNIA + DEPARTMENT OF TRANSPORTATION
POSITION DUTY STATEMENT

PM-0924 (REV 7/2014)

CLASSIFICATION TITLE OFFICE/BRANCH/SECTION
Staff Services Analyst (SSA) District 1 Maintenance Division, Region Office

WORKING TITLE FOSITION NUMBER EFFECTIVE DATE
Staff Services Analyst 901-830-5157-XXX June 3, 2015

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

GENERA! STATEMENT:

Under the general supervision of a Staff Service Manager 1, incumbent will be perform a variety of analytical tasks with
responsibilities for two Caltrans Maintenance Superintendents Areas. Incumbent will be working with HQ, District staff,
and field staff on a daily basis and must be able to maintain positive working relationships.

TYPICAL DUTIES:
Percentage

Essential (E}Marginal {M)1
45% E

20% E

10% E

10% E

Job Description

Processes Requisitions (RQ:S) which includes analyzing and auditing the purchase document,
checking for contract pricing and making necessary corrections, analyze Bid Quote Work Sheet for
accuracy, ensure the requisition document package is complete including copies of the contract,
price schedule, alternate cost and locations.  Purchase Orders (P(Q's) ensure accuracy and
distribute to the appropriate staff. Analyze, submit and track in AMS Advantage Travel Advances.
Analyzes, checks for accuracy, ensure policy compliance, and makes sure that all invoices, MARS,
TEC’s, ADM 1415 (Purchase Request) are accurate and completed along with back up
documentation. Analyzes, ensures proper recording, ensure policy compliance (DPAC, Travel
Unit) and tracks billing notices which are forwarded to HQ by reviewing all documents. Processes
Receiver Record {RC) in Advantage for payment of materials received, records all expenditures for
matetials, and verifies all payments are processed, Disencumbers PO's upeh explration or
depletion of funds.

Monitor vacancies for assigned crews, prepare PARFs (Personnel Action Request Forms) and
ARFs (Appointment Request Forms) packages upon request on behalf of the supervisors, which
include the preparation of Post & Bid, VPOS, Duty Statement, Screening Criterla, Org charts and
forward to District 1 Budgets for approval, keep detailed excel tracking log of all packages to
monitor status of position to avoid loss of position serial numbers due to government code and to
avoid a vacant position slipping through the cracks, provide feedback to supservisors on status of
packages ona regular bases, receive applications from HQ and forward to supervisors for review,
forward screening criteria to HQ for approval to interview applicants, make appointments for
interviews and send required letters based on eligibility for interviews, upon final selection of
applicant communicate with HQ on approval to extend final offer to hire and assist with Pr-
employment process,

Provides recycling trends and data to Caltrans personnel and programs to increase the districts
recycling opportunities and future recycling possibilities. Collects information from vartous cost
centers on all recycled and scrap materials to verify consistence throughout the region. Makes
recommendations to Management on increasing recycling activities in areas trending below
average, Track the material recycled and work with HGQ Accounting fo ensure reimbursements
from vendors has been applied to the correct divisions. Provides reports to Caltrans Contract
Manager over local service contracts on the payments received and payments pending for all
divisions, as it relates to the collection of recyclable materials and regulated waste.

Processes Level of Service (LOS) evaluations which include analyzing LOS evaluation reports,
data input into IMMS via service requests, assign to supervisors, tracking of service request via
Excel document, run monthly (MMS service request reports, analyze and track uncompleted
services requests, and report o managemant of findings monthly.

ADA Notice For individuals with sensery disabllities, this document |s available in alternate formats. For information, call (916) 4461233,

TTY 711, or write to Records-and Ferms Management, 1120 N Sireet, MS-89, Sacramento, CA 95814,
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10% E The incumbent will implement all Policy Directives and Manuals to the district staff, analyze and
have gocd undsrstanding of Palicy Directives and Manuais and communicate them to the entire
District staff.

5% M Maintain all historical data: spreadsheets and invoices as it relates to the Districts recycling of

scrap materials for accounting and future projection purposes,

TESSENTIAL FUNGCTIONS are the core duties of the position that cannot be reassignad.
MARGINAL FUNCTIONS are the minor tasks of the position that can be assigned fo others.

SUPERVISION OR GUIDANCE EXERCISED OVER QTHERS
This position does not supervise,

KNOWLEDGE, ABILITIES, AND ANALYTICAL REQUIREMENTS

Must be able to work successfully both independently and as part of a team. Must be able to establish and maintain
cooperative working relationships. Must be able to carry out assignments expeditiously and completely. Must collect,
develop, categorize, maintain, and summarize Information. Must be capable of creative, logical thinking and open to new
or different ideas and opinions. Strong computer skills, particularly in Excal, are required. Incumbent must be able to
communicate clearly and effectively both verbally and in writing and be able to handie sensitive financial concerns
expeditiously and with a strong sense for customer service. Must be familiar with current department policies,
organizational programs, and practices in business plans and program management,

Analytical Requirements: Ability to reason logically and creatively using varlous analytical technigues; present
recommendations and alternatives to management in oral and writien form; evaluate existing process and develap
improvements; and identify problems and propose effective, efficient recommendations for resolution. Must be able to
analyze and evaluate conflicting information, make determinations, follow through on problem resolution, and make
effective recommendations and proposals.

Knowledge of modem office methods and equipment and ability to maintain detailed and accurate records. Must have
knowledge of a wide variety of manuals, MQU's, Poilcy Directives, etc., and akility to implement instructions.

Ability to perform difficult analytical work independently, follow directions, set priorities, meet deadlines, communicate
effectively, both orally and in'writing, apply taws and rules, evaluate information and take corrective action, use tact and
good judgment in dealing with the public and other employees. Must have knowledge of Microsoft Word and Excel and
the ability to learn Caltrans Speclifics software such as Staff Central, WSVS, AMS-Advantage.

RESPONSIBILITY FOR DECISIONS AND CONSEQUENCES OF ERROR

The analyst piays an important role in the processing and management of the maintenance area and a growing budget.
if responsibilities are not carried out in an expeditious and accurate manner, we risk inability to accomplish departmental
goals and objectives. Faulty decisions will resuit in unnecessary work and expenditure of additional resources without
guarantee of recouping |osses.

PUBLIC AND INTERNAL CONTACTS

Generally, contact is with Regioh employess, District and Narth Region Office personnel and other State agencies, and
inquiries from the public.

PHYSICAL, MENTAL, AND EMOTIONAL REQUIREMENTS

Employees may be required to sit for long pericds of time using a keyboard and monitor. They may also be required to
lift heavy binders and/or papers. Must be adept at working closely with other employees and Supervisors.

WORK ENVIRONMENT

While at their base of operation, employee will work in a climate-controlled office under fluorescent lighting. This building
is a modular unit with cubes close together. There could be distractions such as noise; others phone calls, employee
discussions, etc,
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[ 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

accommedation, inform the hiring supervisor who will discuss your concerns with the Reasonable Accommodation
Coordinator,)

EMPLOYEE (Print)

EMPLOYEE (Signature) DATE

| have discussed the duties with, and provided a copy of this duty statement to the employee named above,

SUPERVISOR (Print)

SUPERVISOR (Signature) DATE




