CALIFORNIA DEPARTMENT OF TRANSPORTATION

PUTY STATEMENT
: ;:mssm@mmw .'fmm : '  DISTRIC T/ VISION/OFFICE
Staff Services Mmger 1 {Buptrvisory)  D22DBFS/Statewide Pacilities and Leasing |
WORKING TITLE : | POSITION NUMBER - | EFFECTIVE
Chief, Facilities Suppurt Branch | 7024023-4800-007

As 2 valved member of the Caltrans team, you muake It possible for the Department o
improve the mobility across Califoraia by being innovative and fexible; reporting to:-work as
scheduled; working voopersitively with team members and otherss and treating others faitly,

honestly and with respect. ’%{ﬁm ﬁ&‘fﬁrts are: smp@ﬂam to: ea@h mamm’r ofthe “ﬁ%m, as wellas

trose we serve.,

GENERA, STA%MSEM

Under the peneral direction of the: C;‘h:es " Offioe-of Statewide acilities and Leasmg in the Division
of Bustiress, Faciliies and Pecurlty (DRFS), 4 Steff Services Manager I, thé ingumbent i§
responsible for planning, managm% and SH;}E!I'VlS“ﬁg faczirtms-mla,tﬁd ]’JTO}GC«% {ma;czr leasea and
ponstruction). B : R o

TYPICAL DUTEES:

Percentage Job Description
Egsuntinl (M argin ) B

30% (F) The incumbent funélions as the Projeet Director for facilities projects
starewide. Wor&s with the Difatrict ‘project manager on district facilities
prajecty and -acts. @5 -a consultant to the Distrivt on facilitdes: tssues. This
inchudas: dcvelnpmg argd] ‘reviewing project scope, determining optrrms and

-pmj@c’t m'mmm develnpmg project Jusnﬁﬁauuns, and’ preparing project -
estimates, Monftors and facilitates the timely seeuring of leases by working

withithe California Department of General Services- {D(}S} and the California
I)epanmmg of Ploanoe {DOF)..  Assists the Districts with mn»perfamance
isimes for existing. leates. Acts as Haison to tize DGS 1o ensure Lessors
pravite refgmmﬁ services ag outlined in the iease

20% (E) Provides supervision amd direction {; e, recm;tmg,, tmmmg, and evaluating)
' o subordinate swff, which manage ieased Tacilites in the Sacramento arca,

This dnclndes comdmaimn af ngram need& building maintenance, space

man:&gssme%ﬁ parking, emcrgn,my evacumcm ;md mmémaﬁmn with (e

! E-IS&%EN'I‘L;‘;L_1{1,'5’?%!{‘,“-11(3%45 fre the el dusles ofthe p‘asﬁfmjn thil s:anﬁm s massngm:ﬁ o
MARGENAL FUNCTIONS arg tise minariastes of the position that can'be assignad! (6 othirs *
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20% {E)

15%4E)

5% (M)

59 (VD)

59%(M)

owners’ property management contracters, as well as, the DGS when
necessary. ' o -

Assists dnd establishes project st:}iédulas with staff and-monitors projects for
complianse with apprm?cﬁ schedules. . Assists staff in the follow-up for
post-cantract Hems prior 1o the expiration of guarantec and warranty: periods.

 Assists staff and reviews technicdl repotts and cam%gmnd{mm.,_ analyzes

maintenance and cnﬁstmmmn profbilems, which includes: epproving change
orders and wnimlimg project costs. Conducts field inspectons as necessary
to monttor- projec! progress, guality- of workmanship, and detects and resolbves
deviations Trom plans and specifieations,  Sstablishes project goals with

attention o immediate needs and-longsterm. cf@aks Evaluatos profect requests.

10 wmf:sr amquacy o the: 3wsufaaucm and. determines if-additiopal suppart is
' ?v_sdes d:remon m Lh@ femulaiwn ei tamimet; smndards mr the

--C@mum&é&w W},ﬂl szakf regarﬁmg he fo e of Statew;ﬁc T acﬂitlcs and
“Lieasing and Facilisies Support Branch goals, Evaluates pmgmss i mwung ,
goals and prdviding excellent tustemer Service;: implomen
curredi business and’ officy processes, pmc,:.dure.s and prastices if required;
assures c:fm;ﬁ&n&n of probatmnar}r mpzms and tmmly submission  of
: ﬁmﬁ:simm :

rits change in

Works with the DESﬁFlC;I f‘ac;lttxcs IANAZErS, Acimam&:ﬁatmﬁ manag&m and
the Budget Program 1o prepare Capital ‘Outlay and Suppbft Buciget Chiange
Proposals for. mc‘:{usmn :mc the State ﬁuﬁgm '

Reviews and approves: prehmmaw plaﬂ&&na estimates Irom subc}rdmam
staflf involving the DGR, Division of State Archsmﬁi State --} u*c Mmshai

deszgn mrmsi{ams gmnmmw unzi ;rmpczcmrs

Servey as an appmvmg, ofﬁmal i“m the [}mmm as part of - aim Department 3
CalCard Program. :

ADA Noticer Forindividuals m!ﬁwnsa&y digiiifiga ihig ﬁmumm I amhiﬂe i aftarite formats. or infosmation el {‘93 6} 6:&4»64 fhor
T 616543880 or virlte Reoiyds and Formg: %Jaaagumm( } izs B SLrecz ik S“J S’wrmmnm A 938&1 R

Hew, 02406
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SUPERVISION EXERCISED.GQVER OTHERS

This position supervises and directs suberdinate staff in the classification of Associate
Governmental ngmm Anatyst in adm;mswmag facilities project management an{i other
projects.

KNOWLEDGE, ABILITIES A-Nﬁs%hfm.wﬁmg, REQUIREMENTS

$

Knowledge O‘F‘-{he-Depecrgmen ‘s mission-and goals.

‘Thorough knowledge of all-laws,: r'tz%e:s pcﬁhc&es and-practicés related-to the Tacilities apf:ramms
program utilized by the ate: amd bz: abl C 10, n"itespmt and ap;ﬂy 1ham s

Knowledge in baéicéup@wiﬁéﬁem -p'ract-iemz and Deparimaem'pc:ihc:;es. .

Knowledge in project mm&g@mmt cortract %aw and- managcmcm mngtmﬁmm pe’f‘i“cmmncz,
and ms;aectmn standards, construckion 1£L§atmm drbilramn and mfzt‘}‘mtmn andd cc.zs% estimmgs
for cemstruction, bmkdm;g pm@uczs aaxd S&trmcm .

Enowledge n wmmg mqnwstf@ fa;* pmp@saia azad contract award pmmss -

The ability to recomrmend pt;imaes and .rgmzzieimcs, whmh wﬁ,l pmmdc a fmmework f‘or aéi Ievs
of the Depamnem w0-deva }0]9 it} afﬁaisze mangcmﬁnt pmceaz; ; :

The ability to maké 'scumj dmsu}ﬁs‘. incritical :fsztuamns.

The abxhty 1o collect; dwe%ap cate-g@rme e 4nd summarzze mfuxmatmn W prese;m clear.
zmﬁ soncise cmesyouéema r@pafts and mchmcai dﬁcummts bo{h verbal}y andi m Wﬁtmg

'I he, ab}hty o apply su;aewwary skﬂ s, pramzrms ﬁ,nd re ateef Depanme:mal pehmﬂs

The ability 0 e;xpres:; Iﬁ%ﬁaﬁ imd prc:s.em mﬁ;ammium ¢ e&rky émd logically, bm%h uraily ﬂ:ﬂd in
writing. _ .

The ability to apply supgrisoryskills, practices: and related Departmental policies. -
The ability o analyze comprehensive architectural designs. -

"The ability to reason logically and creatively.

ADA Motice: For individuais with sensrydigsnitlsies, this dacmmm s viallalve in Ehernate fbmm For information Gl {9;&) 6&% 6440 br
TR (9183 (343880 0r writd: Reeuﬂi? ane Forrs Aan&gemem RVIER ] "S‘B’tm MS89, Sacenimanits, A 95814,

‘Rev, §7/06
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¢ The ability to-utilize-a variety of analytical technigues o aﬂ@pt an effective course of metion for
complex praject managoment, pmblmns

% Theability to project competence-and integity in 1§1e successiil- deaimg with outside enti tzes
CONSEQUENCE OFER Rﬁ*ﬂfiﬁESWNSI RXLE?}‘“:F{QR : i}EC‘iS}T wvas*

The incumbent will have m%mght for muifivm:lhcm doltar f’amltties pm;;w{s Improper projeci
managemem inadequate reviews. liaison, or monitoring could result in inefficient use of funds,

project telays, incréased costs fo the State, and” madﬁquaa‘e or poar quality- facﬂme:s m@duced by fhe
‘a"ﬁtate

PUBLIC AND INTERNAL :wzmm o

The incumbent independently wnsaits with- and advises emp»loyuss &t various Tevels within the
Departient and ‘staff of various wotrol agencies inciuding the DGR, California Deparunent of

Finance; ttc. who ovarsee: policies and procedures in this administrative area.  The incuriberit will

work with the DGS m pathor: 1r£mnan@n neeﬁﬁé to arrive at msolumgn and Hiake :ndapmdem
decistons.

As a representative of the State: of Caui"arma and’ the Dz&part:ment the. mcumbem mast akw&ys be
cognizant of histhet actions, how those actions are viewed, a:n&i TTUST- always conduet hamseiffhcrsaif :
in acourteous and pmte:ssmm{ manner at all ttmes :

PHYSICAL, MENTAL AND LM@TI QNAL é?EQﬁfﬁEMEN ;‘"S

While al the base of eperatios, iho empimyzﬁz will work i a chma‘imx:oratmﬁeé mﬁcer undf.,r artificial.
light. However, due to periodic pmbiﬁms wnh me hea‘tmg and BiT wndmanmg, e bmldmg
temperature may flucttiate: - :

Requires touring butldings:and iamimeb thmug,hau‘t the Smte %hm cmﬁd reqml e waikmg or sﬁandmg_ :
for extended periods of time. R _ _

Ability 1o work on a keyboued and monitor; manuai dextemy, mtmg pmlonged pur;oé& of more
than 10 minutes at a time and focus for lc}% ;mnodﬁs of timé, o

Raguires occasional bendmg, amupmg and %{mﬁe}mg

Must be able to organize. and: gmmlmm work] mad to sur:u,s‘sfully mecﬁ: sirict- dmdhm

ADA l\?@m:e:' For ndividuals with sensery dissbilitics, this do»um;m i avushbk inf nioenate Formats. For faformation call [16) 6540414 o
IR 9 143 6543880 o writie Rucords and Forms uianagcmcm il‘?(é N‘Sfrm W8-89, faa::ramcmo CA PEREd.

Rey, #0806
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- Must be able to organize, piioritize and respond eppropriately to multiple workload requests and

conflicting deadhines.
This position requiresinteraction with s myriad of personalities.
Ability to resolve emotionally cherged fssues ;e_asanab}-y,and :d‘i‘plﬁ)maﬁcaiiy.

Considers and vesponds appropristely to the needs, feelings and cap&blmltzs af different people iIn
different situations; is tactful and reats others with respect.

Is open to change and new aoformation: adapts hehavior md wotk methods in TESPOnSE 10 NEW
information, changing conditions ur unexpeoted obstacles. :

Creates & work envarcmmem ;:r»:mdmg, rnmwatmm paﬁw;pafmn and Gppﬂftumim& for employee
initiative.

WORK ENVIRONMENT

The duties of ﬂm ;mmum are performed ‘in 4 modern aﬁ“ ioe seﬁmg of mixed hard-walled and
modular farniture design. This: position roqiires. “odtasional travel 1o other Districts to montier,
gvaluate and assess e ﬁep:mm&nf’s agsets and facilities projects, “Fravel outside of thc, office is
conducted in either a persanal or State-owned velticle, or ‘by wmiam whin mes;u;mﬁ

The primary workspaw is of modulay (iemgm r::{mtammg compuier and felecommunications
eqmpment The position mqum:s ece&&mna} smtmnce m’m bmtdmg mechamcal rooing 10 inspect

aguipment.

ADA Motive: Por individudls with songesy dnabliiey, thig dcxfmmem i avallablé ia Aomate rwmars For informistion csll (#16) 546410 r
TR {16 6543880 o7 write Revords andl Foring Mamgz,uﬁmh k 120 b mml Pt S 89 Havrameilo, CAGR814. o .

e, $3700
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} have read, and understand the duties Hsted above and can perform them either with or without

reasonable accommodation. (If you believe you may require reasonable accommmiatmn, please

discuss this with your hiring sapemsc;r If you are unsure whether you require reasonable
accommodation, inform the hiriig supervisor-who will. d;smsa your cotoerns with the Reasunabl@
Accammodation Conrdinator.) - : : :

Employee's Name

Signature ' Date

1 have discussod the duties wzth asad pmwded acopy of thm cimy stammem 10 the efmpﬁﬁyac namoed
above. T _ _

Supervisor’s Name

Signature Date

ADA Moticn: For inifividuals with sehsory dissiiiitles, thig documm[ is avalsole in atém;aw Forma:s Forinfogsation call {246) 654-6410 o
TR 1 AY 6541880 5e werite Rovords and Darms vlanagmmnh i E20 N Byl M&ﬁﬁ Samcmen!o C‘A g5814. .

Rey. 4106



