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- Btaff Services Manager I, K K o {Safety and Management Senﬁcésf}jw@r:n'?nghand Developmt

WORKING TITLE |FOSTRON NOMBER. . EFFEGTIVEDATE

Chief, Learning and Development Office  ~ ~ |702-015-4801500¢ .

‘As-a valued member of the Caltrans team, you maka it poséible for the ‘Departmart Z?O_.-_bfﬁ\;’l_iﬁéa-: ﬁaﬁ‘e, Sustamab!e,
+ integrated, and-efficient ransponiation sysism o enhance Gallfornla’s sconomy and livability. Galtrans s a performangs- - -
- diiven, trensparent, and accouritable orgenizetion that values its peopls, respurces and “partners, .and meels new. .

chalienges through teadership, Irnovation and teamwork. - o
STATEMENT: DR v o o

Under geheral direction of the A@si&taﬁt.mvisﬁroﬁﬂmef,’Divis’loh,éaf-ﬁs(f&ty ancf Managema_ntzsmmé;ﬁ,ﬂﬁe intumbentis. _

responsible for the overall managsmenit.of the Department's Learning and Developmeit programs, poficies and
procedures. This includes assessing, developing, improving, -and-overseeing the Depattiments workforce planning
solutions specifinally supported by direst taining and other knowledge fransfer methodelogies. Responsible forthe . . .

development, implementation and continuous improvement of the Departmient's Suceession Prograrms ingluding but not .

Tirifted to; Executive' Developm ant, Leadership Tralning, Management Training, Suparvisory Training, Adrrinistrative
Ceriificate Programs, and Business Wiiting saties. ' o . . , o
TYPICAL DUTIES: _

Pemeqi&ge Job Deseriptibn
Essentlal {E)Marginet (T : _ ; '
508 E Manages the Depatiments Learning and ‘De;u_s’ippmen‘”s.pr_og_rﬁms,ypalicies,_and procedures 1o
" continuousiy-enhancs job-performanae Tor employsss statewide. Leads statewide woridorce -
learning and development acthvitios firiciuding alsarning) In collaboration with the Departments
Districts, Programs,.and Divigiotis, - : o : -

208 Responsible fsr devalmﬁ!hg -and.irplemanting the Division specific-strateglc plans in support of
Caltrans Strategic Ohjsctives related to fralning &s defined in Caltrans’ Mission, Visioh, and Goals. .
This includes, but is ot limited ta: B : R T

4. Identitying, assessing, developing and implementing skills enhancement tratning programs - '
fat the Departments managers, supervisors, and staff; - - 000 - o

b. Wentifying leadership expestations for sxecutives, managers and supervisors and creating .
programs io devetop and entiance theirleadership siifls;and . - . o o

. Providing knowtedge fransfer solutions for manager, supenvisors, and staff 1o develop and -
mainitain‘s worldiorce that vontinuss to mest organizational needs, -~~~ =

5018, and staff involved In developing and implersenting

— ‘Provides oversight to managers, superylsor

departmeni-wide training pregrars and oversight of consuitation services to internal customers.
Ensures programs worlc fogéther to sliminate redundaincy and increase program efficlencles.
8% E Davelops, in ﬁ_t_it‘girdlﬁa_i_io_n_%aé% in_t_e_#riai and external panners,'-aug’cess'frﬁn'ﬁiﬁnﬁiﬁg efforts,

: axeufive, mild-level management, supsrvigory, and rank and file tralning Programs. -

5% B Oversess the onsralion of the Department's fraining Center, inchuding malcterence and. .
accessibility of fralning. rooms and state-ofthe-art aquipment; maintaine the Calirans beok and
 video tralning Hbrary for use by internaland exienal cusfomsts. .. : -
5%. E Responsibla o oversss the Learning and Development Office budget and ensurs all expenditures.
' are in linawith Tegat requirerients:, Bésponsibla to moritor through subordinate supervisorsall
contracts and expenses for véndor provided tralning and expenses. - . o

{ESSENTIAL FUNGTIONS are thie dor dulies of fha position that cafriot ba reassighed.
MARGINAL FUNCTIONS are the minor lasks of (e puehion that tan be:assighed to others.

ADA Noti For Tiabausis il serisoty dieablifed, s sobutent is evailable i dfernats fonnits. For informatioh, dall {g16) 4151238, - -
atice TTY 711, 0 wiite to Resotarapd Farms Managentent, 1.1201:5-_8?:;3&1.MS-aQ_,_'Sacrammq,;m_%aa 4. e o .
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SUPERVISION O GUIDANGE EXERGISED GYER OTHERS

Man&ges the Learning and E)svelo;ﬁmant Difice. ﬂirecﬁy-suéaﬂlsés 2 Training Qfficer i1's and an Offica ;‘Fga;t:ﬁipian,

KNOWLEDGE, ABILITIES, AND ANALYTICAL REQUIREMENTS

Must bs knowledgeable of the Depariments Mission, Visian, Goals, and Values, and laws, rules, and policies of the State . -

of California. Must be knowledgesble I current trends and practices of training solutions, including el.earring principles.
Must have the abifity to provide a vision for the development of courses that address identified Hsks and opporiunities

within the Depariment. Must have broad administrative abilifes o identify issues or.conflicts in policy o direction fo fig
Department, intemally-or externally, arid develop.a means of resolution. ' L

. Must have a';hirgh.ieveé of experiise in; anaiyzing-situaﬁéns acpurately-and adopting an sifective course of achcan .

vomrmunicate effectively in writing and orally; working ‘wooperatively: _ ‘ :
the Districts, private consultants, and other State sgenciss In negotiating resolutions 1o issues or problems;

acnompilishing goals; being sansitive o and warking with political nterests; principles and technigues of.-eﬁeci—t’iﬁétraihing '

and presentations; practices of effeciive leadarship, management and supervision; and knowledge trarsfer techniques.
Possess knowiedge of the budgstary and contract managemeht procetiures and practices. o

ittr.deparimental management in Headquarters and. B

RESPONSIBILITY FOR DECISIONS AND CONSEQUENCES OF ERRDR

The position's sphere of influence affscts a statowide staff of approximately 20,000 employees. Workforce development
policy and procedures are critical to the vvergl management of fhe Department. Afeas of involvement include policies
relating to the retention of employess; tareer development programs; leadership, managerent and supervisory:
expecigtions and perfonmance standards; leadership development criteria; and the overall qusility of service provided to.
program pariners and customere. Assures the Division's objectives are-alighed fo the Department's Misslon, Vision,
Goals, and Values and assures-corpifance with State and Federal regulations. _

PUBLIC AND INTERNAL CONTACTS

Requités dafly contract and rapport with sll levels of management, supervision and st and deals extensively with the
Directorate, Deputies, District Directors and Division Chie’s, The incumbent ‘has frequent extetnal contacts with Training
corsiitants and other agendies on tmultl-warkforee devslopment issues, which are-complex, and unigue innaturs, In
addition, contracts may be necsssary with other local and regional agencles 1o share resources and credte popperative

PHVBIGAL, MENTAL AND EMOTIONAL REGUIREMENTS - - -———— .- L

Creates and sustain an organizatiorial culture that endoutages others 1o provide the quallty of service essentlal for high
parformancs. Must consider and respond approprigigly o the needs, feslings, and capabilities of 4 diverse workforee In

various situations. Must be able to rmest &l deadlines, o creative and maintain a positive ettitude; Formulates etfective

strategies consistent with business practices: -Developsnew insights and appltes innovative solutions to make ,
organizational improvements. ‘Willing to take risks; infiate actionis that iInvolve o dellberate rek 10 achisve a recogriized
benefit of advaniage. Must be able to develop and maintain sooperative working relationships. s open t¢ change and
new information; adapts behavior snd work meshods i respense to new information, changing condifions, or tmexpecied

" abstacles. Behaves ina fair and ethical menher toward vthere and demonstrates & sense of responsibility and

pommitmerit to public servics.

WORK ENVIRONMENT

Employee will work in 4 olimate-centrolfed environment and undss drtificial Hghting, Gcmiqnal_ travel firoughout the
Siate may be required, B - ' : T
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I have real, Tmderatand and can perfnrm the duties Tisted ehove, -

(i you believe you may require reasonable

accommodation, piease discuss His with your hiting supervisor. 1f you dre unsure whsther you reguire reasonable..

ascommbdation, inform the. hmng smpewisar wha will discuss your concerns with the. Raasonahta Anmmmodaﬂuni._

Gnerdmator }

EMPLOYEE (Pring

" EMPLOYEE (Signattre) -

PATE T

1 have disoussed the duties with, and provided a.topy of fhis AUty statement o the emplayee named ebove..

SUFERVISOR (Prim

SUPERVIBOR (Signatura)

|DATE. -




