STATE OF CALIFORNIA + DEPARTNENT OF TRANSFORTATION
POSITION E)UTY STﬁTE‘ME’NT
PM-0924 (REV 7/2014) _ .
CLABSIFICATION TITLE A , FF GE/RANCHISECTION _
. -Staft Services Manager Il o . |Officeof Discipine Services .~~~ .. .
| WOHKRE TITLE _ . T T |POSITION NUMBER T R VEDATE
o _‘Qfﬁce Chief ~ Office of Discipline Services - : - S L 102016 -
. Asa valued member of the Caltrans team, you make Jt possible for the Department o provide & safe, sustainabie;
- ;m‘_@e_grated, and efficlent transportation systern to enhance California’s economy and lvability. Caitrang is a performance- -
‘driven, transparent, and acoouniable organization that values ¥s peopls, rescurces and parmers, and meels new - .
" ghafienges through leadership, innovation and teammwork. L j S

e
=k

RAL STATEMENT:

Under the pensral direction of the Assistant Division Chisf, a Staff Services Manager (SSM) 11, for Office of Discipling
Bervices, the Staff Services Managar (SSM) 1 functions as the Dffice Chisf, Office of Discipling Services, and ensures
~ the development and maintenance of & cusiomer-service oriented office. The 88M I} demonstrates & postiive atfitude .
and commitment to provide quality service that i acclirate, timely, and excesds customer expesidfions, The S8M.liis
responsible forthe development, management and implementation of the Departrent's statewide prog ressive digsipling
program, ensuring adherence tothe highest egal and ethical standards. The S8M il also prepares the most sensitive. -
and complex for personnél actions. This Is a working Supsrvisory position. o o i
Porceritage Job Dioscription
Geseotis tEYMarginal ()1 _ ) o o
A E Plan, organizes, and directs the Deparment’s statewide progressive disclipline program. Ensures
: that the program and actons meetall legal and ethical standards and reguirements. Oversees giX
Stff Sorvices Menagers | positions in the preparation of discipfinary-and non-punitive
administraiive actions, snsuring compliznce with the Atministrative: Law Act and ofher applicable
lews and regulations, Ensures proper documentation o suppott charges in Adverse Actions,
‘Réjections on Probation, AWOL Separatians, and nop-punitive demetionsfterminations. Ensures
 thatactions medt all legal pleading requirements, are properly served, #ind employees' rights 1.
dueprocessareprofected, 0 - o o T T 1 h
5% E Consults with executive management statewide on the most: compiex and sensttive farmal atdons,
o and determines apiropriate-charges which gra supported by clear and convineing evidence,
reoammands lovel of action, and prapares appropriate type Uf personnel-action dosument,
Conifers with Audits and Investigations {A&)) and Equal Empioyment Opportunity (EEQ)
management cohcéming investigations requestéd by managers ahd supervisors. Prepares the
Departrent's action before administrative law judges. Prepares witnesses totestifyin . . '
. administraiive procesdings, presents testimony on direct examination of winesses, conducts cross -
e o - pxaminalitng of wimesses, andintroduces cledr and tondincing evidencsintotherecord. .
0%, B ‘Consults with exscutive staff, managers, and supervisors regarding the progressive discipline

process, and wligns the program's goals with the Departiment's niission, goals, Oversee the
implantation of Lean Six Sigma process improvement ideas, Pariers with Audiis and
investigations (A&, Information and Beourity, Legal and fo ensure Depatiment policies are
compliant with the case law-ahd decisions. Analyzes frends In employee discipline, makes

recommendetions-io-exasulive-staft-ard-provides-patiodic-reponts.to-Digtrict Directors and..
Headquartsrs Division Chiefs. Develops and implements policy and procadire with respect to
progressive. disclpline. LT e T R e

596 B Represents the Department before state trial courts regarding the. Department's prograssive
disciplineg process, I LTI TS NPT

1EGSENTIAL FUNGTIONS are the oore ditias of the position that cannotbe reassigned,; | -

. MARGINAL FUNCTIONS are the minorfasie of the posgition that canbeasEignad toothers. .~
SUSERVIBION OR GUIDANCE EXERCISED DVER OTHERG
- Directly supervises si St‘afi‘.semces--m-anagﬁr Ipositions.

ADA Notice For Ddidonls witts sansory-lsabilfies, this Bocutnent s avaiitila n siainate fdrmats. Fer anémnte Tofmat nformagion, somlct the Formis
NG HMarwigethunt it at (315) a4k-s28a, TOY 711, or wite to-Becords and Fofins Matagament, 1120N iraot; M40, Shorinante, GA 95514,
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}G\JQWLEDGE ABILITIES, AND A&ALYT%CAL RE@U%HEMENTS . :

Most be familiar with the Department's missions, goals, crganizaﬁscnai strutiore and mgjor work progmms Must have
strong administrative sidlls and the abillty to identify teshinical legs! issues with the state’s prograssive discnp!me process,
inciuding the capacity to ideniffy solutions, alternative, and guide management toward degisions that maximize employes
productivity and minimize management's exposurs ts legal liability. Mustbe familiar with the operation and functions of -

* the Department Personne! Administrations and the State Personbel Board, administrative jaw: pracesses, and ba
knowi@dgaaﬁle ofthe California Admmis‘traﬁve Code, and the Govermment code. :

Musst have Rrowisdge -of_iha,princtp!&s and p_racﬁces:win public and business administration, holuding personnel -
managerment, classification and pay issues, labor relations, and employes supervision, development, iraining; Caltrans -
policies and proceduras, safety, heaith, and squal smployment oppertunity objectives; tegsl principies and practices with
parfigtlar reference 1o the Jaws: governing publso ofﬁcers and ageﬁc]es, trigi an appetla’te court pmcedure. and rulgsof
ewdesnca _

Must have a demonsh‘a’ted pos:ﬂve attitude snd a commitment tc conduc: bus;ness ina professronal manner in dea ing -
with the public and depariment clisnts and provide quality customer service o all customers, Regulrsd ability to reason
inglcally-and use analytical techniques o solve. difficult pefaonngl probiems; to provide effective written documentation
and oral presanmtlons, and 1o deal factully, s:mfassianaﬂy, and corfidentially with aft mtemal and gxternal customers aand
contacs.

RESPONSIBILITY FOR. DEGHS!ON&: ANI:} {‘ONS‘&QUENOES DF ERROR.

mproper direction and recommendations could seversly impast maragers and supemsers ability-to- discip[ma
emgloyees, and generate civil actions and sévere financial llability to the sidte and would irnpact the Department's ability
to-achieve its mission and goads. This could alsoresultin the Inss of management's confidence inthe discipfma’ry
process &nd in other programs within ﬁw Divigior of Safety and Managameh! S@wices (DSMS).

E.rré)rs in iudgment related to adverse actions, such asthe pena!ttes imposed and any sotiement agreements related to
those actions; coult) result in costly back pay, poor relationships with exesutive staff, managers, supervisors, and ihe
unions, Poor degisions and racommendations wu!d regult in the loss {ﬁ credibriity with the State Personnel Board and -
Department of Persornel Admitvistration. -~~~ - - - -

The Incumbent s respongibie for mmplymg with the :lnfc:rmaﬁon F’ractsees Ak (iPA) by pmtectmg departmental
ernployees’ confidential information, including, but not fimited to, medical or employment history, education, financial -
fransactions, or similar informefion. Failure to protect daparimernitalemployees’ confilential information may damege the
Division of Safety and Management Services (LSMS) reputation as & confidartial orpanization, may resultin employee

_ grisvances or lawsuits; and, pursuant (2] Califnmla OME Ooda secﬁan ??98.55 mouid resultin dasc;p’iinazy anﬁcn Inclad ng -
- - — tormidation ofemployment: — — - — — -~ — L Ll ,

“PUBLIC AND INTERNAL CQNTAG’?S o '
The Offive Chiet confers and negoliates with the. Departmant xetutive staff managers and supemwrs. the i)epartment
of Persinrie Admmimraunﬁs the S’i}ata Pare*onnal Soard and oxher leade‘rs of state agency discipline programs.

PHYS&CAL, MENTAL, AND EMOT%ONAL ?%EQU]R!:MEN‘“E’S :

- Employee-may be required 10 sit forlong perinds while using a keybﬁard and mond;ar o irawtmg ina vshlcle toother

locations, Must be able to orgarize and priorifize under deadiine sftuations and adapt behavior and work methodsin

responsa to new faformation, chahging conditions or unexpected obstagles. Will be invalved with-sustained mental
 aethity needed for anatysrs, réagoning and problerh solving; must be able to develup and rsintain cooperative working .

relationships, recognize emotionally charged issues, problems, or diffisulty sibations and respond appropiately, tactiully, -

and professionally. Must ba able 16 work Thdependently. Must understand the importance of good customer service emd

bé willing 1o devalop excellerit partn@rsh ps ity managers Wperﬁvismrs, other divigions, and t;-cmirol agenoies

WOHRK ENVIRONMENT :

While atf thelr hase of operation, emp’iwees will work in a @ijmatedconim’ued arew Under arﬁﬁcial lightitg. Thsre will bes

occasaanai ﬂuctuaua ngin buﬂding Iemperature The SSM ILwill workIn & cubicle and will per:adzcaily attend meet;rzgs
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and/or fralning oUside the offics.

" Thave read and inderstand the duties fisted above arid ean parform et wit/without féasonable accommodation, {if

you believe you may require reasonable sccommodation, please discuss this with the hiring supervisor, Fyou are unsure

~ whather you reguire reasonably acoommodation, Enform the hlrlng srupamscr who will discuse your conaems wrth the
. Reasenable Accommedation Cacrdinatur_} L . . , :

1 have read understand and can peffarm the duties listad abm?@ - {if yéﬂ believe You may require. raaébhabte”

. ‘accommodation, please. discuss this with your hiring supervisor, - If you are unsurs whether you require reasonsble.
accommaodation, mform me h%ring suparvisc:r whi wil tHstuss wur concems with ihe Reasenab!a Ascommodatmn
Coordinator} ‘ .

EMPLOYEE [PAiny

EMPLOYEE (Sonature) —— ,' ' ' DAIE

I have discussed the duties with, and provided a copy ofthis duty statement to the 't_-‘;ﬁ'{playea named above.

SUPERVIEGH (Printy

SUPERVISOR (Sonatire) T T BATE




