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As a valued member of the Caltrans tearn, you make it possible for the De;aartmant o pmvidn & safs; sus'téﬁ'habte,'- L

integrated, and efficient transportation system 1o enhance California’s sconomy-and livability, Celrans is & performance- -

driven, transparent, and accountabls organization that values s peopls, resources ant partners,. and Mests new' e
' challanges through ieadersmp, inmovation’ and teamwork : : . w s s

Undar tha ganerai dzrac'éon af the Assastanz Divislor: thef af the Division pf Bafely: and Maﬂagamsnt s@mcas a8 Staﬁ :
Barvices Manager I, the incumbent manages the'Caltrans drug-testing and Employer Pull Notice (EPN) programs in a!f '

- respeits, including deternining haw 1o implement state and federal drug testing regulations; Caltrans drug-flee work -

‘plade policies, MOU provisions, ant Deparimgit of Molor Vehiciss: (DMV) EPN database management: raquirements 'Ihe
manager determines operafional truy testing policy whenever issuss afise that are not clearly-addressed i state ot -
federal regulations, statute iaw or case law so that the Caltrans-drug and alcohol testing program mests all legal
requirements while also enabling Calirans to tonduict it primary business with s Jitle interforerice as possible. The
program intludes witihg and issulng adveree actions for failing druy tests or fdilure 1o-mainiain a required driver license, -
negotiating seftlement agresmonis, and representing Caltrans at adverse action hearings, The manager giso ensures the
statewide congistency of adverse actions sterminihg fom {oss pFisquiréd livenss or failed! isfused drug and- dlochol tests.
Thiz position also supports the the management and implementation of the Depanment's stetewlde progressive discpline
program, ensuring adharence 1o the highest lsgal and ethical standards. ‘%‘he Bam. Il also’ prapares the: sensifive and
complexpersonnel actions, Thisisa wurkmg supemscry positlen

TYPICAL DUTIES:

Perosniage: deb Dlesoription

Easenitial {E)Merghal (17

/% E KManags the Calirans drug- tsstmga&rogram, ineh:rz%mg eszabﬁshing, updatlng, pmmuigahng. and

' - enforting policies in respanse to changing state and federal regulations, fiegotiated MOUs with -

unions, and case law as wall as responding to riew methods advertised ohrthe Intsmet for persons
t0:use to avoid falling drig tests, The manager also assurés that af aspects of jegal requirements
vagarding drug and aloohol testing aré met and fully satidiied, Assure that the Drivér Certification
dnd Substance Testing program meets: ali state nd faderal tecard keeping and reporiing - :
requiremenits, sspadially concerning: confidentiality of ¢ irug testing and other records. Consult with
staff ptother siate agentics to help therm stan oroperate theirown diug arid alotiol testing

pragrams to ensure s%aiéwde mnsisienw as much s passibia 86 that the clrug testing ptﬂiciss .
: maﬁsﬁmgrau ¥

5% E VEvie) , '
the prograrm and sofons rneat all- iegai amd ethlca! Eﬁandards and requfremems Einsures proper
i docurmentation to-support chargas in Adverse Actions, Rejections on Probation, AWOL . -
: Separations, and nor-puniiive demotionsfierinations.. Ensures that attions mest all legal .
- ‘ : piead mg mqmramams, ane pr‘operyﬁazved gnd em}jiayees nghis m rziue prﬂae&s are protected. -
15% E : iy

distributiun n‘f Full ‘Naﬁ u@a szatevwde ‘feshnical support and: tmubteshoo’nng far nmagers and _
stpenvisors whsn driver license broblems eocur; cUrrentand comprahensive EPN program ;}(JIICIES s
and proceduras; and an apspra;ariats leval of advarsa actions for ampfoyees who 1036 & required

. driver license, :

o B Overses ths work of subardmate gtaff in ‘she (}fﬁce cf Drwr&r Carﬁﬂcah@n aﬁﬁ $ubstan% Testing i -
o gnsure proper drug and afeoho) iasimg thrm.sqh & service contract inciuding amending the coritract.
as needad, authorizing paymenis to the sontractor, and assuring the contfactor adrinisters drug

and alcoho! testing eorrectly. This respansibility also includes jssuring the propgr 6rdeting of
randorn, pre-employment, folow-up, reamnable suspician, and pos% actidernt drug and a!cohai tpgl
-pccarding to federal regﬂl BHonS:. L . : :

T e L
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B E Assursthat any’ eﬁépidyée who falls a required drug or alcohat test or loses a required driver
" - licenss recsive appropriate adverse actian wittiin reguired time fines. Oversee staff who ensure

‘that stipulated settierments/ agréements requiring participation in- drug: andfor alcohol ‘creavtment am’i i

Yollow-up: testtr;g are exmuted faithfully ihmugh B case managar

‘ 1&35@7@ FUNGTIONS are the oore utiés of the: pmsmnn {hat sannt he massign&d

MARQENAL FUNCTIONS are lhe minor msks of th pﬂsh!oﬁ ‘l‘hat N e assighed tt! nthers

SUPEFW'{SION OR GUiDANCE %RQ?SED OVERQTHEPﬁ

" The nmarager ﬂirectiy supervisis two Staff Services Managef s and one office supprart staff In adzﬁtm the manager

provides statewlide, functional guidancs to Division Chiefs, District Girectors, Maintenance Heg:on Mcmagers ahd ﬁeid
supervisors on how to operate the Galtrans Qrug—frae Waikplace shd £PN Programs. g _ .

KNOWLEDGE, ABILITIES, AND ANALYTICAL HEQUIREMENTS

. The managst must have a working knowledge of state and Sodleral trug and alcohol testing %aws, regulaﬂens, ang case .
- law; particulatly these pertaining to somrercial vehicle drivers promulgated by the' Federal Highway Administration. The °

manager must have s woiking knowladge of the DMV's reguirements for Driver Pull Notices: The manager must have a
working knowlsdge of the state and federal drug-free workpiace acls, the Govemor's executive orders covering
workplace drugs and alcohol, and the changing body of “popularadvice” on the internst purporting 1o tell persons how to
avoid testing positive to drugs. The managerfust have a domprehensive knowledyge of how drug and alochol testing
progreims actually operats within the industry. The manager must also be abls to work with other managers whose
employses are subject to-drug and aleohol testing and be able s negatate seitfernents of dusputes with them a8 well a8

- withrunfons reprasenting employess.

‘RESPONSIBILITY FOR DECISIONS AND CONSEQUENCES OF ERHOH

The mamager must independently determine what is raguired in 8 legally sufficient drug and- aicahal teshng program and
design and administer an &ffective, eficlent program while working with and instructing managers and first ine fleld
supetvisors who will implemant the prograr, incorrect-decisions during program implermeriation and administration ard
during union negotiations over the impact of the program on'its mermbers will jeopardize adversé actions, subject the.
depertment to significant tegal fabllity for conducting improper or urlawiul drug and sloohol test, and expose the fraveling
priblie to known drug antd siochicl abusers whra are réhameﬁ o work beaausa of mrstake& n pmgram adminsﬁttaﬁon '

Errors In judgment relatedto advarm aeimns, such zethe panaines irmposed and any seifiernant agre&mants related fo
those actions, vould resulf in-cusfly bagk pay, poor refationships with-executive staff, managers, supervisors, and the
unions. Poor decisions and recommendations cotld resultm th!e ioss of nraﬂ!bihty with the Sta.te Parsonne! Board and.
Depériment of F’erscnneiﬁdmtrﬁstrmﬂon ' :

. ‘The incumbant is responsible for cornplying with the. Infmmahm Practices Act ({PA) by protecting depamﬁemai

employess' corfidential information, including, but not limited to, medical or emplayment-history,-education, financial

ﬂwmﬁﬁmhﬂsnagamam?mmces {DSME) feputationras acon
Yrisvancss orlawsulis, and, pursuant io Gaﬂfarnra Gi\fit {:ade seatzﬁr‘s 1 ?98 55, mutd Tesultin drscnpamary ation, including -

transactions, orsimilar information. Faiiure to protect deparimental emplc::yees gorfidential formation may deamage the

termination of amplayment,

entintorganization, may result In' ampieyee =

FUBLIC AND INTERNAL CDNTACTS

The managet Moets or comverses regu arfy with managar from D}f?‘)!fuG other stats: depm“tments and ﬂv.e Federal

Departrent of Transportation and ifs Fedoral Highway Administration. The manager continually meets with contrestors to -~

resolve servios coniract lssues ragarding the actusl 60 nﬂu::at of drug aml aicohai Yests and cont”nuajly advise manager

- and supervisors on drug and atcohol related issues,

‘ThanHgers, union representaiives, and emp)myms T’he manager must possess sufficiont emotmnat strength to withstand

FIVGICAL, MENTAL AND ENOTIONAL REQUIREMENTS

The manager must bae able to sit for maky boure per day ata desk and’ mmputer work station and d@ research onthe
Internet, The manager must be able 1 read Yetsiled and volumrinous federal regulations, service coniracts, state
regulations, laws, and propesed legisiation and afialyze these decurnents for their impact.on the- Gperatror't ofthe drug
and aleohol programs of Calirans, After idaniifyiny the impact, the manager must be able to organize and: motivate stalf
10 assure that writter office provedures are analyzed and changed to meet new requirements imposed and actually are
implemanted into work routines. Thie managet must be sirong enough in parsonality and self-confidencs o- apply leagai
MOU, sind reguiatory requiremenits sven-handedly to gil sfuations i which they apply even In face of epposition. by -
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.""hreat of WS UIT end actual Jawsdlt against he ée;zartmem AS Well 48 agamst e manager persmnalw T‘he managar oSt

b strony. enough to argus forcefully for the aven-handed applicefion of all program requirements In the face of voeal and

animated opposition or vigorous srgument for a different applivation of the requirements and not hold resentment aga.mst f

the sdversary aflerwards. The manager must b able fo present the Depariments’ caseto atformeys who represent the
Depariment and not be swayed by dasires to accommodate the atiomeys’ wishes fo setlie cases to aveid difficult .-

. argursents. The manager must be abie totestify- under oath in‘adminisirative law hearing as we}t a5 bafura the court and

In depositions when belng agorassively: quesﬁenad by. opposi‘ng ccsunseL
WORK ENVIRONMENT

‘The work normaily ogours in an office-setling with adequate alr Gondmomng Dccasuonai!y, the manager mum travsi tc: S
_ other cities, scame remaots, 1o paﬁlcrpate it admimstraﬁva faw haarmgs and cwrthaanngs‘ - . _

| hm:e raad, undsr&tanﬁ and can psrf@rm the dutigs isstad' :abave ‘ (lf yau b@ileve you may require teasonsble
+acoommodation, please discuss this with your hiting -sUparvisor If you are. unsure whether. you reguire reasongble. .
 gecemmodation; inform the h:ring supew!ssr wha will" dissi.!ss your coneenms with ﬂw@ Reasonabte Accammodation
" Goordinator.) : —

EMPLOYEE (Prin)

"EMPLOYEE (Signature) o - ” . IEATE

1 have discussed the duties with, and provided a copy of this tuty statemet to‘ﬁx_a‘ employee named above. '

SUPERVISOR (Prink

SUPERVISOR Baraare T pATE




