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CALIFORNIA ])L‘PARTMENT OF TRANSPORTATION

DUTY STATEMENT
 CLASSIFICATION TITLE - R DISTRICT/DIVISION/OFFICE
B Administration, Office of Enterpusc Risk
Staff Services Manager 11 _ Management
WORKING TITLE POSITION NUMBER EFFECTIVE
Ethics, Recognition and Workforce Planner 702-002-4801-xxx _10/01/2015

As a valued member of the Caltrans team, you make it possible for the Department to
improve the mobility across California by being innovative and flexible; reporting to
work as scheduled; working cooperatively with team members and others; and treating
others fairly, honestly and with respeet. Your efforts ave: lmportant to each member of
* the team, as well as those we serve, .

GENERAL STATEMENT: &

Under the general direction of the Chief R]Sk and E’th}cs Off cer, 0fﬁce of Enterprise Risk
Managemert, the Staff Services Manager I (SSM B is responsfbls for the creation, implementation
and management of the Caltrans Ethics and Workforce Compliance programs. The Fthics Officer
pI‘OVidEb review and assurance that management’s approach to ethics and workforce compliance is
in alignment with Calirans’ strategic goals and objectives. The SSM II supervises a team of
wotkforce planning and ethics analysts in order ensure excellent cugtomer services to managers and
supervisors on ethics, workforce planning, and workforce compliance activities, Personally
performs the most complex work, :

TYPICAL DUTIES:

Percentage Job Description
Essentinl (E¥Marginal (M)

management of a statewide Ethics function, Using best industry practices, such as the
Sarbanes Oxley Act and Federal Sentencing requirementy, assist Chief Risk and Ethics
Officer in guiding Caltrans execulive leadership in the creation of a hew Ethics policy, and
framework, The goal of the Hthics prograny is to define both Caltrans’ values and the
business behaviors and conduct that suppoﬂ those. V‘ll'l]bS and pmwdu mechanisms to
prevent, identily, and leport mlscon&ubt ,-"_'_‘

20% (E) Work closely with the Chief Risk’and Ethicy Offiger ity the creation, implementation and |~

Working closely with the Chief Risk and Etlncs Officer, and wsing subordinate staff, creale,

! ESSENTIAL FUNCTIONS are the core duties of the position that cannot be reassigned
MARGINAL FUNCTIONS are the minor tasks of the posttion that can be assigned to others -
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e

implement and Manage a statewide Code of Conduet that clearly defines Caltrans’ expected
wotkforce behaviors in respect to honesty, mtegrlty, conflict of interest, employment,
contracts, public and vendor interactions, vi§é ofigtate resources and materials, eto. Ensure
the Cods of Contact is marketed throughout Caftrens and signed annually by employess and
supervisars, Oversee the creauon a.nd 1mplemen’ta11on of statewide ethics and concluct
trammg :

Both per&onally and through subordmate staff, develop e]ecn onic analytic tools and
techniques te capuue the Caltrans Ethics framework

20% (E)

Work closely with the Chief Risk and Ethics Officer in the ¢reation, implementation and
management of an internal whistleblower service that allows Caltrans employees to report

‘unethical behavior and misconduct, Develop a communication plan to market the program

to all Calirans employees.

Directing subordinate staff, manage intake of the whistieblower complaint system, ensuting
complaints are handled promptly and appropriafely.. Work collaboratively with Audits &
Investigations, Human Resources, and Labor Relations to track the complaint investigations,
response to the compiainant, and subsequent action. Assist Chief Risk and Ethics Officer in
development of analytics in order to provide regular reports on the types, and disposition, of
the whistleblower complamts A TREL]

:~; . ! . -'i,_,

20% (E)

Provide management an’d ’day to dajP di*ﬂecnon oﬁ Caltrans Workforce Planning program,
including succession planning and knowledge frahsfer. Ensure workforce planning
activitiés are perforimed in compliance with the California Depatiment of Human Resources
(CallR) guidelines. Direct stalf in the preparation of data and reports for use by Caltrans
management in developing long range warkforce plans. Lead meetings with program areas
and ensure workforce planning solutions are implemented, Direct staff in development of
analytics in order to periodically report status of workforce planning activities to Caltrans
Executive Board, the Bureau of State Audits, the State Legislature, and other interested
governmental bodies.

10% (E)

Manage the Caltrans conflict of interest and incompatible activity functions. Ensure Caltrans
is responsive and compliant with requircments of the Fair Political Practices Commission.
Manage Caltrans’ manager and supervisor annual completion of “Staterent of Boonormic
Interests” Form 700, including assurance that desmgnat’cd managers and supemsors comply
with requisite ethics training, . Lry

10% (E)

Work closely with the Chief Risk and Ethics Officer in the creation, implementation and
management of workforce complinnce funicions. ‘Direct staff in employes behavior based
data collection (using data from Legal, Andits, Training, Labor Relations and Fuman
Resources) and analysisifo spot. trends and.llsksﬁo Caltrans operations and workforce, The
behavior analysis will be shared with the Chief RlSk and Ethics Officer and Risk Officer for

ADA Notice: For indlvlduals with sensory disabiltties, this document is available In alomato formats. For iformation call (916) 654-6410 or
TDD (216) 654-3880 or wrile Recolds and Forms Management, 1120 N Street, MS-89, Sacramento, CA 05814,

Rev, 02116




use in risk assessments and ethics program {o drive discussion and decision making,

Work collaboratively with other offices and divisions, such as Learning and De've}'opment
| Labor Relations and Human Resoutees, to implement practices that support ethical Caltrans
Value base:d behavior, such as hiring, training, é’tc Co

10% (E) | Provide direction and oversight to the development, delivery, coor dmaﬁon and evaluauon ef

- | the Caltrans Employee Recognition Program (ERP) which includes: the Superior
Accomplishment Awards. Program, Merit Awarel Program, Service Awards program,
Governor’s Medal of Valor Program,.and the Retirement Recognition Program. Ensure all
activities performed with regards to employee récognition, risk, ethies, compliance and
motivation are in alignment with Calirans’ strategic goals and objectives

5% (M) Assist Chief Rigk and Ethics Officer and the Rlsk Officer in the creation and implementation
of a statewide Enterprise Risk Management (ERM) function, including conduction of risk
assessments in districts and divisions, ERM tfraining, and creation and management of an
annual corporate risk profile. Ensure workforce and ethics program consider, and support,
current risk trends. Collaborate with Risk Officer to ensure shared functions support overall
successful attainment of office Gb_] ectives,

5% (M) Assist in the management of fiscal and personnel resources of the Office of Fnterprise Risk
Management. Ensure appropriate supervision of subordinate employees, including follovwng
all relcvam Humen Resources and Labor Rala’uq‘ms practices and standards,

Acte for the Chief R'zsk and Ethics Officer in his;’her absence,

b
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SUPERVISION EXERCISED OVER OTHERS L S gz
NI | Kt . :Jif "

The SSM 11 directly supervises eleordlnatc professmnai anaiytitai staff, May act as lead to other

staff on special projects,

KV OWLEDGE, ABILITIES AND ANALYTICAL REQUIREMENTS

Knowledge of principles, practices, and trends of public and business administration, ineluding
management and supportive staff services; principles and practices of employee supervision,
development, and fraining; program management; formal and informal aspects of the lsgislative
process; the administration and department's goals and policies; governmental functions and

organization at the State and local level; the manager’s responsibility for promoting equal

opportunity in hiring and employee develepment and promotion and for maintaining a work
environment which is free of discrimination and harassment; Calirans busihess and operational
fiunctions, and mission, vision, values and goals; spreadshest, clat,abaae, presentation and word
processing software; workforee planning methods; and national ethics and comphiance standards,

ADA Notiee: For individuals with sensory disabiities, this docoment i avaitable in ﬂllt,emate fmmms Tor 111I‘or11mugn call (9]6) 654-6410 or
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Ability to reason logically and creatively and utilize a variety of analytical technicues to resolve -
complex governmental and managerial problems; develop and evaluate alternatives; analyze data
and present ideas and information effectively both orally and in writing; consult with and advise -
administrators ot other interested parties on a wide variety of subject-matter areas; gain and :
maintain the confidence and cooperation of those contacted during the course of work; review and
edit written reports, utilize interdisciplinary feams effectively in the conduct of studies; manage &
complex Hnterprise Risk Management program; establish and maintain project priorities; develop
and effectively utilize all available resources; express ideas and present information clearly and
logically, both orally and in wrltmg, and effectively promote efual opportunity in employment and
maintain a work environment that is free of discrimination and harassment,

CONSEQUENCE OF ERROR/RESPONSIEILI Y FOR@ECISIONS

The incumbent is msponsible for management and admlmstratlon of the Ethics, Workforce
Compliance, and Workforce Planning functions, Provides strategic guidance to management on
workforce and ethics matters and decisions, Expert advice to top management is essential to avoid
etrors that could expose the Department to criticism from the legislature and seriously restrict the
operating capability and fiexibility of the Department. Errors could result in public or media
serutiny, and/or loss of f'unds

The incumbent is tespongible for complying w1th the Information Practices Act (IPA) by protetting
departmental employees’ confidential information, including, but not limited to, social security
numbers, medical or employment history, education, financial transa¢tions, or similar information,
Failure to protect departmental employee’s confidential information may damage OFERM’s
reputation as a confidential organization, may result inemployes grievances or lawsuits, and,
pursuant to California Civil Code section 1798, 5 5, could result in disciplinary action, including
termination of employment. '
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PUBLIC AND INTERNAL CONTACTS

The incumbent | ha&ire:quc,nwo.mtaﬂt with a large number of Caltrans menagers-and-staff, other — -
public sector agencies, academic personnel, and industry. re,preé”entatzve% at all levels, both within

and outside the franspertation secter. The Ethics Officer. will haye contact with other state rgencies,
buch a8 CalldR, Fair Political Pracuces Commlssmu, and ’the Bmeau of State Audits,

PHYSICAL, MENTAL AND EMOTIONAL REQUIREMENTS

The incumbent may be rc,qun"cd to sit for long periods of time using a keyboeud and video display
terminal,

The incumbent should be able to quickly adapt behavior and work methods in résponse to new
information/priorities, and unexpected obstacles; effectively interact with many levels of people in a.
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cooperative manner; be decisive; take appropriate aotmns,,gnd mmplcte 1asks or projects with short
notice. The ihcumbent should be able fo, deal eﬁectw% y With pressure, maintain focus and. infensity,

The incumbent shall act in a fair and ethical magner toward others and demonstrate a sense of -
responsibility and commitment to public servics; develop new insights into situations and apply
innovative solutions fo make organizational improvements; create a work environment that
encourages creative thinking and innovation; be willing to take risks and initiate actiens that involve
a deliberate risk to achicve a recognized benefit or advantage; and value cultural diversity and other
individual d1fferences in the worlcforce

WORK ENVIRONMENT

While at their base of operation, incumbent will work in a d}ima‘t&contﬁolled office under artificial
Iight, However, due to periodic problems with the heating and air conditioning, the building
temperature may fluctuate. Incumbent will be required to travel,
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- I'bave read, and understand the duties listed above and can perform them either with or without
reasonable accommodation, (If you believe you may require reasonable accommodation, please
discuss this with your hiring supervisor. If you are unsure whelher you require reasonable
accommodation, inform the hiring superv:{sor who wﬂl dlschss your concerns with the Reasonable

Acsommodatlon Coordinator,) S . “
. A

Employee’s Name

Signature Date

I have discussed the duties with and pmvzdod 8 copsr of this duty statement to the employee named .
above S

Supervisor’s Name

Signature Date
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