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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 respect.  Your efforts are important to each member of the team as well as those we serve.
TYPICAL DUTIES:           (BRIEF DESCRIPTION OF IMPORTANT DUTIES.  RELATED DUTIES MAY BE GROUPED TOGETHER.  USE ADDITIONAL SHEET IF                                                      NECESSARY.)Percentage                                            Job DescriptionEssential (E)/Marginal (M)
1
  ESSENTIAL FUNCTIONS are the core duties of the position that cannot be reassigned.  MARGINAL FUNCTIONS are the minor tasks of the position that can be assigned to others.
1
I have read, understand and can perform the duties listed above.  (If you believe you may require reasonable accommodation, please discuss this with your hiring supervisor.  If you are unsure whether you require reasonable accommodation, inform the hiring supervisor who will discuss your concerns with the Reasonable Accommodation Coordinator.)
I have discussed the duties with and provided a copy of this duty statement to the employee named above.
EMPLOYEE (Signature)
SUPERVISOR (Signature)
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	generalstatement: Under the direct supervision and direction of the Branch Chief for the Programming and Project Delivery Support Unit (PPDSU), the employee will serve as the lead person responsible for providing support to the State Highway Operation and Protection Program (SHOPP), assist in monitoring the California Transportation Commission (CTC) meetings, and assist associate transportation planner staff with addressing transportation planning related duties.  The employee will serve as the SHOPP Minor Program liaison, which entails managing a discretionary allocation of SHOPP funds used to deliver transportation projects generally valued at less than one million dollars. The employee with work closely with the Caltrans Division of Maintenance and Operations to develop and monitor the SHOPP Minor Program project list.  The employee is responsible for developing and maintaining Geographic Information Systems (GIS) databases used to create area maps and project fact sheets.  Duties consist of, but are not limited to the following:
	typicalduties: Under the supervision of the Branch Chief, the employee is responsible for developing the District 10 SHOPP Minor workplan and the 3-Year SHOPP Minor Program plan. The employee will assist in prioritizing projects and evaluating project purpose and need to ensure highest priority projects move forward.  Provide technical support, develop allocation strategies, and track expenditures.  Assist the Division of Maintenance and Operations staff in managing the SHOPP Minor B projects and work with project managers to deliver Minor A projects.  Coordinate with program advisors, Division of Right of Way, and Division of Environmental to evaluate projects.  Gather project related information and help provide engineering assessment of Minor Program projects.  Create reports for management, review conceptual reports to provide technical input, and provide correspondence related to the SHOPP Minor Program.  Ensure communication occurs with program advisors on delivery deadlines and availability of Minor Program funds.  Coordinate with the Headquarters Minor Program Manager regarding guidelines and/or processes.  Develop a database to track SHOPP Minor Program allocations and expenditures.  Develop reports to track SHOPP Minor Program project delivery.  Process appropriate documents and ensure communication occurs to meet delivery deadlines.In conjunction with Caltrans Division of Information Systems and under the supervision of the Branch Chief, the employee is responsible for GIS database activities assigned to the Program and Project Management (PPM) unit. Use a GIS database to create area maps demonstrating  transportation projects.  Work directly with local agencies to provide project maps and other transportation data.  Monitor CTC activities. Track agenda items, actions, and vote lists.  Serve as the PPM liaison to CTC.  Assist associate transportation planner staff in gathering capital project related data, programming projects, and managing capital support cost.   Work independently to prepare correspondence and comprehensive reports on status of programs and projects.  
	Percentage of Duty Assigned: 50% (E)20% (E)10% (E)10% (E)10% (E)
	overothers: The position is non-supervisory; however, the incumbent may be called upon to act in the absence of the supervisor for short periods of time.
	abilities: The employee must have knowledge of Caltrans organization, transportation planning, department policies and procedures, an over-all perspective of the project development process, the SHOPP Program, project management concepts, GIS software, and the planning behind the development of transportation systems.  The incumbent must be able to apply and effectively communicate aforementioned knowledge verbally and in writing on a consistent basis.The employee must have the ability to, based on planning experience and expertise, exercise good judgment on matters relating to developing the SHOPP Minor workplan; independently interpret project information and offer solutions to management; complete comprehensive reports; and be able to prioritize multiple tasks.  Develop various processes associated with PPDSU, including issue memos, flow charts, project maps, fact sheets, District Directives, and procedures manuals.
	responsibilities: The employee is responsible for exercising a wide degree of initiative in carrying out assigned duties.  Consideration of all input and pertinent factors are crucial to reaching conclusions and taking appropriate actions when coordinating the development of the Minor SHOPP project list.  Ability to work independently, negotiate issues with others and take initiative is essential.  Errors, poor judgment or failure to recognize and communicate critical issues could result in missed deadlines, loss of programmable funds, and subsequent non-delivery of projects.  The employee is responsible for his/her actions, decisions, quality of completed work, and proper use of state time, equipment, and materials.
	contacts: The employee must maintain an effective, cooperative and professional working relationship with District Management, District Planning, Headquarters, Central Region Staff, project managers, local agencies and the public. The employee may represent Caltrans regarding planning and programming issues at public and agency meetings for projects regarding specific subjects. The employee will interact with local agencies to develop GIS activities.  
	physicalmentalemotional: Employees may be required to sit for long periods of time using a keyboard and video display terminal.  The employe must keep up with the fast paced demands of the Minor SHOPP management, extensive problem solving and rapid compiling of information for reports. Must have the ability to multi-task, adapt to changes in priorities and complete tasks or projects with short notice.  Most of the tasks assigned to the employee require interaction with many people; therefore it is important that the employees work with others in a cooperative manner.  The employee shall value cultural diversity and other individual differences that may appear in the workforce.  May be subject to and have the ability to handle irate or intense public or other project team members in a calm manner.  Must be able to maintain emotional control during conflicts.  Must be able to develop and maintain cooperative working relationships with those contacted in the course of work, communicate effectively and respond appropriately to difficult situations: recognize emotionally charged issues or problems and react appropriately for a situation.  Must be able to deal effectively with pressure, maintain focus and intensity yet remain positive and persistent, even under adversity.  Must behave in a fair and ethical manner towards others and demonstrate a sense of responsibility and commitment to public service.  Must be able to sustain mental activity to produce reports, problem solve, analyze and reason solutions and take the initiative to effectuate appropriate actions.  
	environment: While at their base of operation, employee will work in a climate-controlled office under artificial light. However, due to periodic problems with the heating and air conditioning, the building temperature may fluctuate.  Incumbent may also be exposed to a variety of hazardous and/or unpleasant field conditions, including wet, rainy, foggy, cold or hot weather.  Travel, including overnight travel, may be required
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