CALIFORNIA DEPARTMENT OF TRANSPORTATION

DUTY.STATEMENT
CLASS?FICATI(}N TITLE | DISTRICT/DIVISION/OFFICE
STAFF BERVICES MANAGERT | D22OBFAMS/STATEWIDE FACILITIES
| WORKING TITLE o - | POSITIONNUMBER | EFFECTIVE
Chief, Headquarters Building Operations Center | 702-023-4800-016 8/14/2015 -

As a valued member of the Caltrans team, ‘you make it possible for Caltrans to provide a safe,

sustainable, integrated and efficient transportation system to enhance Californin’s economy and

fivability by being innovative and Mlhle, working cooperatively with team members -and others;

and treating others fairly, honestly and with réspect,  Your efforts are xmpwmnt to-each member ¢f
the team, as well as those we serve. :

GENERAL STATEMENT: Under general direction from the Chief of Gfﬁce of Statewide Facilities, ar SSM I,

the incumbent is responsible for planming, directing and. ccm‘tmlimg the Sacranento Headguarters Building
Operations Branch responsible for approximately 500,000 square feet of affice and warehouse space.

TYPICAL DUTIES:
Percentage Jub Description ' - _
40% (E) Facilities Plarming and. Management: Based o1y, ansﬂyms of prevailing wndﬁmns

projects needs, applicable faws, rules, ragﬁiaimns m developing plans for maintaining
and repairing facilides, ie, buflding alicrations, facilities for the physically
hand}cdpped employce parkmg faclhtxes T hfs actmty rcquu es clusc cc;ordmatmn Wlth
governmental . comral agem,u,s suc:h as the Dﬁpm‘tm&nf of Uenerai Bervices (DGS)
Also responsible for building repairs and projects and the Emugmcy Evacuation Plan.
Provide adminisirative overszghi 1o staff responsible for direct supervision of personnel
(staffing, training, supervising, daﬁ@gamg,_aﬂd ‘coordinating). Monitor and provide
oversight to enswre Tacility safety iﬁSpecﬁons and evacuation drills-are performed.

__Establish project geals with 1t§em1on 16 1mmed1ate need and long term goals such as
25% (E) safety and sustainability, - Evaluate project. Tequests. to verify adequacy- of the
justification and determine i additional support is needed.” Provide ditection in the
formulation. of facility stendards. = This activity calls for working with customers
regarding their business needs and how it would be best addressed. Activities include
modular and conventienal ﬁmﬁuxe d@mgn and ingtallation, {enant communication and
overall operation of safe bmidmgs for department- staff Serves as project manager for
stall and large facilities projects pel formed. dzrenﬂy or asszgnﬁd to subordinate staff.

20% (E) Facilities contracts: T\éanag:qes and diiﬁ@téx staif w;th developmg seopes of work and
specifications for developing comré.cts and: purchase:s needed for building operations,
- maintenance, repairs, and projects including facility day-to-day issues. Regponsible for
developing plans for maintaining assigied  state owned bmidmg,b - Maintenance
includes preventative maintenance, electrical safety, fall proiectmn, fire protection, and
eniplovee access and safely, '



i %mamgememt on issues associated with providing: saf&m&‘e%mem vmrk sites for Caitram employees. -
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10% (M)  Budget: Responsible for compiling, monitoring and analyzing the Branch’s Operating -
Budget and Recuriing Maintenance, Repmrf?mject Budget (Object Code 084). Budpet
includes fixed costs, recunring vontract .costs, reeurring maitdenance projects: and
identifying day to day operation costs. Fixed costs DGS overhead, janitorial and
landscaping costs, elevator maintenance, pest control, ete. Recurring contract costs
include HVAC, parking lot sweeping, plumbing, ete. Recurring maintenance projects.
include roofing, ‘peinting, phumbing, electrical, park.mg lot paving, s:dewalk repairs and
replacement as ngoessary.’ _

5% (WD Responds to emergency situations on an as meeded basis. Acts as-a key part of a
management team to ensure factlity integrity and works with security as needed to
Tesolve issues during business and non-business hours as‘needed.

SUPERVISION EXERCISED OVER OTHERS

The Chief, Sacramsnm Buﬁding@peraﬁbns; pr'{wi'des direct and indirect supervision to staff as follows:

Associate Governmental Program: Ana‘iysts angd/or SmffSem:&es Analysts
Office Technician

KNUOWLEDGE, ABILITIES AND ANAi Y ?’I CAL REQ UfREMFNTS

‘This position requires knowledge of pr mmp}es and modem meihecis of public and ‘business administration,

admimstrative analysis, principles of genesal office mamagement, compuier terminology; modern office
methods, and labor relations procedures, Tt also requires the ability 1o reason logically and creatively; use a
variety of analytical technigues; interpret and apply miles and procedures; dwclop and cvaluate alternatives;
analyze data and present idess and information effectively both orally and in writing, communicate with all

levels of mansgement, employees, vendors, contractors and the general public; consult with and advise

In addition pmvxdmgtmwly -quah?;y customer service is oritiodl to -sucmr::ssfui job performanice.
CONSEQUENCE OF ERROR/RESONSIBILITY FOR DECISIONS

The incumbent must reflect and protiote the Sacramento Building (}peratmns Branch ag a leader in providing
excellent customer service. Failure to do so could negatively Impact the Drvision of Business, Facilities &
Security credibility with our customers who are our managers, suPervisors, employees and the visiting public,

Failwe to appropriately complete dssignments could result in poor services to clients, poor working

relationships, fiscal overruns, general poor bumness practices whwh could resuh in Lmsafe warkmg, conditions
for employees und the public we serve. : - : -
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PUBLIC AND INTERNAL CONTACTS

The incumberit will have regular contact with all Jevels of staff from the Director, Chief Deputies, Division
Chiefs, supervisors, employees, vendors, contractors and the general public, It is critical that the employee in -
this position be able 1o deal tactfully with ail levels of management resulting in a positive tmage for both the
Division of Business, Facilities and Svcurity as well as the Administration Program.  Meets and consults with
many State departments such as the Deparinient of General Services, OSHA, State Fire Marshal, ¢fc. in issues
relating to the building and other facilities issues. ‘

PHYSICAL, MENTAL AND EMOTIONAL EQUIREMENTS

The position reguires sitting for prolonged ;Se?:i@ds- more than 10 minutes at a time and utilizing & computer
keyboard and monitor for prolonged periods. This position will be required to tour butldings and facilities and
walk or stand for honrs-ata time, '

‘Employee must be able to concentrate in order to meet striot deadlines ontime. Emotional requirement includes
the ability to develop and maintain cooperative working relationships; consistently use tact-and good judgment,
respond appropriztely to multiple worklond request and conflicting deadlines. This position requires the
employee to be contacted and respond to building emergencies and problems seven days per week, 24 hours per
day (24/T) on an as needed basis, -

WORK ENVIRONMENT

The duties of this position are performed in a modem office setting, of mixed bard-walled and modular furniture
design. This position requires occasional travel to the districts to monitor, evaluate, and assess the
Department’s assets and facility projects. Includes viewing equipment issues located within areas of building
infrastructure, Travel outside of the office is-conducted tn gither a personal or state-owned vehicle, or by
aitplane when required. The primary workspace is of modular'design, containing computer and
telecommunications equipment. EERE L A

1 certify that I can perform the duties listed above witlwithout reasohable accommodation®

EMPLOYER “TDATE

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

SUPERVISOR : DATE

! Refer-to Appendix A to determine if @ duty is essentiof or ﬂmrg&ml.' \ B

2 If you believe you may require reasonable eccommodation, please discuss this with the hitring supervisor,
If you are unsure whether you require reasonuble -aceammodaffm, inform the hiving supervisor who will
discuss your concerns with the Reasonable Accommodation Coovdinator.” g



