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CLABSIFIGATION THTLE OFFICEBRANGHIBECTION

Staff Services Manager | (Speciallst) ‘ Office of Discipline Services

WORKING TITLE ‘ POSITICN NUMBER EFFECT{VE DATE
Discipline Services Manager 702-015-4800-xxx March 2018

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

GENERAL STATEMENT:

Under the general diraction of the Chigf, Office of Discipiine Services, a Staff Services Manager |i, provides detailsd
advica and technical guidance to managers and supervisors regarding complex and sensitive personnel lssuss, policy
imptementation, and progressive empioyee discipline. The Staff Services Manager | {Specialist) is responsible for
representing the Department in administrative law hearings, ensuring that the highest legal and sthical standards are met.

TYPICAL DUTIES:
Percentage
Essential (E)/Marginal M)
4% E

40% E

15% E

5% M

Joh Description

Consulis with managers and supervisors regarding formal adverse actions, determine appropriate
charges which arg supported by clear and convincing evidence, and recomemencds lave! of actions.
Confers with Audits and investigations and Equal Employment Opportunity staff concerning
investigations recuested by managers and supervisors. Develops all actions, Including the most
complex and sensiive actions related 0 workplace viclence, sexual harassmem, discrimination,
information tschrology abuse, ete. Ensures employses’ due process rights to adequate notice are
satisfied, properly addresses prior warnings given to employees by supervisors, and confirms the
actions will mest all legat pleading raquirements. Ensures actlons are appropriately served and
schedules Bkelly/Colermnan Hearings at the request of served employess, Prepares gnd arranges
service of notlces for Rajections on Probation, Absences Without Leave (AWOL) separations, non-
punitive and medical terminations, ,

Prepares the Depantment's response o employvee appeals of formal actions at Departrment of
Personne! Administration (DPA), State Persennel Board {EPB), and Unemployment Insurance

" Appsal Board (UIAB) evidentiary hearings. Presents oral arguments of fact, law, and argument

about the Departmsnt's action before an administrative law judge. Frepares witnesses to testify in
administrative law proseadings, presents testimony on divect examination of witnesses, conducts
cross-examinations of witnesses, and introduces ciear and convincing evidence into the record.
Prepares written responses to discovary requests and issues and serves subpoenas. Assists the
Legal Civision stedf in represanting the Department in civil actions.

Negotiates, writes, and obtains approval from management, SPB, DPA, and the appellant and their
representative for Stipulated Settlement Agresmeants to settle all formal actions. Communicates
with exacutive staff, supervisorg and managers, Labor Relations, Workers' Gompensation,
personnel Operations and Transactions staff regarding the final action and settiement agreement.
Provides training {o managers and supervisors on maintaining proper documentation, preparing
informal letters of warning, and administering progressive corrective discipline, Provides iraining to
managers and supervisors on the Skelly/Coleman Hearing Provess that affords the employaes the
right 1o respond to the department's notice of adverse action. Ensures Skelly/Caleman Hearing
Offlcers fulfiii their roles and responsibilites, Updates Adverse Action Database with results of
actions, setiement agreements, and SPB or DPA rufings. Distributes notices and responds t¢
gensral correspondence and inquiries,

Far Individuals wilh sensory disabitfigs, this documenl is available in alternate formats. For information, sall (918) 445-1833,

ADA Notice TTY 711, or write 10 Records and Forms Managemant, 1120 N S'traet. ME-89, Sacramento, CA 35814,
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TESSENTIAL FUNCTIONS are the core dutles of the position that canrot be reassigned.
MARGINAL FUNCTIONS are the minor tasks of the position that can be assigned o others,

SUPERVISION OR GUIDANCE EXERCISED OVER OTHERS
Nane

KNOWLEDGE, ABILITIES, AND ANALYTICAL REQUIREMENTS

Knowledge of the principles and practices In public and business administration, Including personnel managemant,
classification and pay issuegs, labor relations, and employee supervision, development and training; Calirans policies and
procedures, safety, health, and sgual opportunity objectives; legal principles and practices with particular reference to the
laws governing public offices and agencies; trial and appellate court procedure; and the rulas/laws of evidence,
Demonstrated positive attitude and a commitment to conduct business in a professional manner in dealing with the public
and department clients and provida quality customer service to ali customers. Ability to research, understand, interpret
and articulate applicable employment iaws, rules and regutations; prepare and conduct actions and proceedings before
administrative law bodies; analyze and apply legal principles and precedents to particular sets of facts; present oral
statements of fact, law, and argument clearly and fogically; provide clear, concise, and effective written actions and
documentation; and to deal tactfully, professionally, and confidentlally with all internal and external customers and
contacts, ‘

RESPONSIBILITY FOR DECISIONS AND CONSEQUENCES OF ERROR

Improper direction and recommendations couid severely impact managers’ and supervisorg' abllity to discipline
employees. This could resutt in loss of managemant's confidence in the disciplinary process, Inefficient and ineffective
presentations of the Deparimant's response to employee's appeals that result in the administrative law judge overruling
the Department's adverse actien may generate civii acticns by employees and severe financial liability to the state. Foor
parformance by the 8SM | may also consequently affect Gattrans' ability to pursue effective negotiations with labor
unions congerming resolution of giscipiinary and non-punitive actions and diminish the Department's reputation with 3PB
and DPA. Responsible for complying with the Information Practices Act (IPA), Civil Code section 1798, et seq., by
protecting departmental employees' confidential infermation, inciuding, but not limited to, social security numbers,
medical or employment history, education, financial transactlons, or similar information. Fallure to protect departrmental
employee's confidential information may damage DHR's reputation as & confidential organization and result in employes
grievances or lawsuits. Intentional viclation of this Act may result in discipllnary action, up to and including termination of
employment,

PUBLIC AND INTERNAL CONTACTS
Independently confers with all levels of Caltrans dirgctorate, management and staff, employee representatives, Legal

Division attorneys, Audits and Investigations Office, Employment Opportunity Office, and 8PB and DPA staff,

PHYSICAL, MENTAL, AND EMOTIONAL BEQUIREMENTS

Employees may be required to sit for long periods of time using a keyboard and video display terminal ot traveling in &
vehicle to other focations; wiil be involved with sustainad mental setivity needed for analysis, reasoning and problem
solving; must be able to develop and maintain cooperative working relationships, recognize emotionally charged issues,
problems or difficult situations and regpond appropriately, tactfuily, and professionally; and must be able to work
independently, ’

WORK ENVIRONMENT

While at their base of operation, smpioyees will work in a climate-controlled office under antificial lighting, Employees will
be required to travel to district offices and field locations throughout the State to interview staff, gather Information,
appear at hearings, and make presentations o managers &nd supervisors.

{ have read, understand and can perform the duties listed above. (If you believe you may require reasonable
accommodation, please discuss this with your hiring supervisar, If you are unsure whather you require reasona_bie
accommodation, Inform the hiring superviser who will discuss vour cencerns with the Reasonable Accommodation
Coordinator.)
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EMPLOYEE (Print)

EMPLQYEE (Signature) DATE

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

SUPERVISOR (Print)

SUPERVISOR (Signature) DATE




