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Chief, Gentral Meglon Censtuction Admin-Support C |906-500-4801 o

Ag & valued member of the Caltrans team, you make it possible for the Department to provide & safe, sustairiable,” -

integrated, and efficient transpertation system to enhance California's economy and livability. Calirans is a performance-
driven, wansparent, and. accountable organization that values ts psople, resources and parinets, and meets new
challenges through ieadership, innovation and teamwork, :

GENERAL STATEMENT:

Under the general direction.of the Office Chief, Central Region Construction Fleld Support, a Supervising Transporiatior
Engineer, the incumnbent has overali responisibility fer the' planning, organizing, directing, supervising, and reviewing the
following areas: Labor Cormpliance, Budgsts, Training, Workload, Databass Managemsnt, Consultant Services,
Inventory. (facilities and Equipment), Task Management Reports, COZEER payment, staff relocations, and People on
Board within Gentral Region Congtruction.

TYPICAL DUTIES:

Pareentage Jab Dagetiption
Essantial {&)Marginat (M)
4 B Provides ganeral direction 1 a Staff Services Manager | who supervises Labor Compliance,
. Budgets, Consultant Services, COZEEP payments, and Inventory/Purchasing of Equipment and:
Materials for all staff in Centrdl Ragion Construction (Disticts 5, 6, 9 and 10},

Labor Compliarnce covers the activitles of Labor Gompliance, Disadvartage Business Enterprise
{DBE), and Equal Employment Opportunity {EEQ) for all confracts in Centrad. Region,

Budgets. Monitors encumbrances and expenditures for financlal control, Creates and establishes
projact and intermal department controls once rescurces &e allocated. Projects future operating
expense cusis and needs. Ditects the purchases of egquipment, cell phones, services, antd
supplies fof the Divislon. Determines program rasource shortfalls and impact,

Consultant Services manages the AGE contracts including putting together stope of work for new
confracts; task orders on existing contrasts, forecasting for future consultant needs, gnd managing
sonsuitant budget by fund typs, EA, task order, and contract, :

Monitora costs, working with accotinting and other funciional unitsto enslre accuracy and

Manages inventory of egquipment and materials with special emphagis on Information Techriology
(IT) inversiory and purchases, Tracking of Materlals Lab eguipment and field construction fools,
Includas itams such ag printers, coplars, cameras, desktop computers, lapiops, and tablets,
Ensuies that-staff have the proper equipment and tools to complete their job.

A% B Provides general direction 1o & Stalf Servises Mandger | who supenvises People on Board (P08

management of CGZEEP program, S S

Training, Worklogd, Task Management, antd Database Managernent.,

Pecple on Board - personnel action (FARF) farms and all personnel requosts for the Division,
Also censults with Division supervisors on supervisory/disciplinary fssues and gets as liaisen with
Parsannel,

Training - coordinates the training for RE Certification program, mandated training, people skilis
training, and-other training offered within Central Region Constriction,

Warkioad and Task Management provides Construction and ofher fungfianal units with estimates

ADA Notioe Far Individuali-wil senseny disabifiies, 15 dooument Is available T akisrata farmats, Fur altasnate Totmat snfanation, caita (v Foriny
© Management Unil € {518) 4481208, TTY 717, oowrlly to Maeords and Forms Managemsat, 1120 N Stroat, MSH0, Sadimont, CA 88414,
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of enginesrihy costs, monitors costs, working with accourtiing and other functional unlts to snsure
accuracy and essisting with task management of projects. Assist Task Managers with completing

workplans, including. input info PRSM, and with managing projects in PREM. Dekermmes resoufca
shaortfalls, ovar- expenci itre, and impacis.

Databasa Management ansure the viability and ancuracy of the dalabases used by Cemfa! Region .
“Constructian, Tmubie ghoots and assist (T with upgrading and fixing errors in the databaseis),

5% E Monitors Administrative areas performance for consistency with departmental policies and -

- manages expectations and establishes goals for delivery of these services. Represents
construction and advises Office Chisfs and Region Division Chief on ali issues sonceming the
tunclions covered and other areas as required, Gonsults with Office Chiefs, Construciion Seniors,
and Division Chlaf on staffing as it relates to allocation and nesds. Incumbent is responsible for
coordinaling and negotieding issuss with other divisions. Proposss and implameants corrective
actions to avold tver-expenditura or other program fallures.

59 M Direct and analyze resourge utilization and needs and prepares special studies orfiical to the
managenent of specific pragrams (A&E usage, Staffing, Vehicles, Telecommunications, and
historical expenditure trends) used to make dacislons concerring annual A&E budget projections,

regutar and termporary construction siafiing nesds, RE Office nesds, equipment resds, and vehicls
nesdy,

TESEENTIAL FUNCTIONS are the core dutlas of the position that cannot be reassigned,
MARGINAL FUNCTIONS ara thé minor tasks of the position that san be assigned-to others,

SUPERVISION GR GUIDANCE EXERGISED OVER OTHERS

Supervises approximately 22 permanent positions. incumbent dirsctly supetvises two Staff Services Manager L{SSME

postiions and indirectly supervises gpproximataly. 20 Assoclate Govermnmart Program Analysts (AGPA) or Siaf Services
Analysts (8SAL

- KNOWLEDGE, ABILITIES, AND ANALYTICAL REQUIRENENTS

The incumbert must possess & broad knowledge of all business managem-ent-‘acﬁv'itfes;; including the laws, rules,
policies, and proceduras that affect eash activity, Also requires a general comprehensive knowledye of all other

functions with the Reglon, District, and the Department. Must be asble to represent the Department effectively in a varigly
of complex and sensitive emvirormants.

Must be an effective communicator, innovator, and beable {o ngplre and: achtevc peak produci ion frorm subordinate staff,

WUST b able t§ communicate effectively in both verbal and witten torm.

Must possess the ability (o prépars clear and conise reports, sommunicate effeciivaly both written and orally with all
levels of staff, negotiate effectively, deal tactiully with all parties In strassful situations, make timely dacisions, prioritize
critical pragrams, and excel in conflict resolution. Must be able fo effectively select, train, molivate, and manage staff.

Must possess strong analytical skiiis with & special emphasis on acturate interpretation of budget infarmation and abiiity
to forecast probable events and expenditures.

Incumbent must demonstrate knowledge of Caltrans® organization, mission, and values, and the principles of superv gion
and business managemant,

Must be able to use and understand computers. Must have knowledge of the Construction Manual,

Must be able to determing (e prierity 1o be given ali documents, interpret problems and qumtmns Ability to analyze and
intarpret managament policies andfor dirsctives.

Ability to read and wiite English at g level required for successaful job performancs. '
Must Hiave the ability to reason logically and use analylical skills to sabve problems and to deal tactfully I sensitive and
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siresstul situations,

Incumbent nests to have knowledge of & manager's/supervisor's responsibility for prometing squal opportunity in hiring
and emplayes development and gromotion, and for maintaining a work environment that is free of discrimination and
harassment. _ R

Knowladge of safety aﬁd'health_policiés and procedures as containad In the D-apar’tfﬁénf‘-s Injury and ffinsss Prevertion -
Prograrm, and the supervisor's rofe in maintaining an effective injury and illness prevantion program.. '

RESPONSIBILITY FOR DECISIONS AND CONSEGUENGES OF ERROR

The incumbent will be responsible for a continuing aray of complex fiscal decisions that are fundamental to the affaciive
operation of Gentral Region Gonstrustion, such as project Labor Compliance, staffing, workload, and Budgets.

Fallure 10 undetstand and to incorporate appropriate standards, requiraments and pelicies into work product may resuit in
expensive waste of time and materials, cause additional work and project delays, and could result in excessive
conglruction contract claims. An erfor in decision or judgment couid expose the Department to legal problems.

tncumbent s responsible for his/her actions, decisions, quaiity of work, and proper use of State time, equipment and
matetlals. improper performance of duties and/or failure to adhere to established policlas, procedures and guidelines -
rould lead to adverse actior.sind possible termination,

The incumbent operates with & high degree of independence and little supervisory review. Consequence of error in any
aspect of the incumbent's responsibilities would have & serious effect on the Department's operations and credibility.
Conseguance of error.could result in a loss of vital resources, people and/ot maoneys,

PUBLIC AND [NTERNAL CONTACTS -

The Incumbent is responsible for developing:and maintaining positive relationships with the full range of internal contacts
of Distriot and Headguarters staff and externals, Inoumbent must be able to communicate sffsctively with others
inctuding Department staff, technical/professional level staff of cutside agencies, management, tabor law rapresentatives,
union reprasentatives, and members of the public regarding construction profects and othertopics.

PHYSICAL, MENTAL, AND EMOTIONAL REQUIREMENTS

Must possess the ability to lead, plan, and direct the wark of others. Must be able to analyze situations acturately and
adopt an effective course of action. Must be able to toncentrate, formulate effective strategies, be muttitasked, adapiie
changes in prioriies, and compiste complex task o projects with short notice, Abillty to resaive emotionally charged
igsues reasonably and diplomatically. Must be able to develop and maintain cooperative working relationships. Must bs
able to organize and priorltize. Must be able to prepare carrespondsnce and réports.  Must be able to communicate

- gifectively and make sffactive presentations:Must-be-able-to assign work, check worl, give instructiors and assistaress, .

and maintain disoipline. Must be ableto provide technical oversight. Must.be able to ensure that assigned projects wre
completed within scope, cost, schedule, budgeted resources and deparimental standards and practices. Abllity to
davelop personnal requirements and moniiers usa of petsennel,

Must pusses the ability to repetitive usa of ex’rmmiﬁ‘as: Some lifling, carrying, bending, squatting, kneeling, croushing,
reaching, and pulling may be reguired but it will not be fragquaent. Must be'able 1o transport variety of objects that ars lags
af equal to 20 paunds.  Abllity to work indoors under artificlal ight. May be required to sitfor long petiods of time using a

keyboard-and-video-display-terminai-Occasioraitwistingofreck-amdwaist

Travel may be required, A Valid California Drivars License is required. OQvertirme, weekend work and/or flexible hours
may be raquired. Must be able to organize and priotitize. Must be abié to concentrate, formulate effective strategias, he
mutti-tasked, adapt ta changes in priorities, and complets task or projécts with shost notiee. Must b able to develop and

maintaln cooperative working relationships, Vacations may be restrictad during peak times. Use of computers and other
various office equipment is requlred. _

WORK ENVIRONMENT

Employae will work in a climateé-controlled office under artificial lighting, WIll be raquired fovisit district offices, work sites,
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censtriction freld offices, privaia DUSINESSes, and Gther gavernment agenciss as nesded for mvastigauons conferences,
or other assigned dufies. Fieldwork may ocour in less than hﬂ;spltabie snvironmments.

1 have read, understand and can perform the dut LS llsted above.

{f you belaeve you may require -reasonablis
acoommodation, please discuss this with your hiring supervisor,

ff you are unsure whether you require reasanabis

accommodation, im‘orm the hising supemsor who wul disCUss your concerns with the Reasonable Accomimodation

Courdinator.)

EMPLOYEE (Prnl)

EVMBLOVEE [@ignature) BATE ™

I have discussed the duties with, and provided a-copy of this duty staterment fo the empioyee named above.

SUPERVISOR (Pring

BUPERVISOR {Signeiure) IDATE




