STATE QOF GALIFORNIA » DEPARTMENT OF TRANSPORTATION

POSITION DUTY STATEMENT

PM-0924 (REV 7/2014)

CLABSIFICATION TITLE OFFIGE/RRANCH/SEGTION o .
Transportation Engineering Technician District 03/North Ragion Division of Project Development
WORKING TITLE ’ POSITION NUMBER _ EFFEGTIVE DATE
Engineering Services TET 903-201-3175-xxx

As a valued member of the Caltrans team, you make it possible for the Department 1o provide a safe, sustainatle,
integrated, and efficient transportation system to’enhance California's sconomy and livability. Caltrans is a performance-
driven, transparent, and accountable organization that valuss its people, resources and partners, and maets new
chaillenges through leadership, innovation and teamwork,

Transportation Engineering Techniclan can be tasked in several engineering functions in the region, Based on annual
workload and seéasonal needs, the incumbent may be assigned by Caltrans to a variety of positions In an office or fleld
environment. The incurmbent TET is permanently assigned to the North Region Project Development (NRPD) and will be
under the direct supervision of a NRPD, Senior Transportation Engineer, and may receive direction from a Project
Engineer (Lead Worker). When the incumbant TET is temporarily assigned in North Region (NR) Construction, the
incumbent will be under the direct supervision of a NR Censtruction, Senior Transportation Enginger, and may recsive
direction from a Resident Engineer (Lead Worker). In either environment, the Incumbent will perform various
transportation englneering tasks. Travel to project sites will be reguired. Possesslon of a valid California Drivers License
is required when operating a state owned or leased vehicle,
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P@resn!agé Job Das&ﬂpilaﬁ )
Easentlal [E)/Marginal (M) - :
a5% E When working in NRPD the incumbent will prepare project designs, plans, maps, estimates,

specifications and reports under the direction of the engineer using computer programs andthe
latest Computer Aided Design and Drafting (CADD) software on the Callrans engingering .
workstation. Gathers and andlyzes technical information as a team member for the deslign of
transportation projects, Performs mathamatical calculations related to plans, maps, and estimates
(quantities and costs). Assistin the preparation of roadway alignments, profile grades,
suparelevation, drainage faclities and other geometric features. Performs drafting of all typas of
plans, maps, working drawings and detafled drawings involved with transportation. project eontract
plans, boundary line maps, as-built maps and utility conflict maps. Analyzes utility relocation pians
as submitted by outside agencies and ensures data is retained in the Statewide Utility Database . -
using Bentley Map. Act as the quality assurance technician for the branch, responsible for. the
accurate and efficient set up and delivery of project plans, maps, and estimates; prepares, related
reports and correspondence. Act as trainer for the-branch with regard to the accurate and efficient
set up and delivery of project plans, maps, and estimates; in that plans and maps are in
conformance with the Plans Preparation Manual. Obtain and utllize the latest updates of the Plans
Preparation Manual and drafting standards frem HQ Division of Design and the CADD/GIS
Support Office. Checks plans, maps, and estimates for completeness accuracy and conformity to
standards. Attend project development team meetings, safety and constructability review
meetings. Perform field work at profect locations for design site investigations, utility verification,
coordination and potholing. Review division webpages for content and report updates to
webmaster, Assist Project Records branch with as-built requests and archiving: -~
45% F When working in North Aegion Construction the incumbent will make inspections of tonstruction
projects. Ensure compliance with plans and specifications, collect engineering data, assist in
drafting and prepare $pacificatioris, change orders, contract estimates, and other documents and
reports involved In the construction of projects. Check engineering calculations for accuracy; assist
in the preparation of and processing of Extra Work Bills, checking against the Resident Enginesers
and Assistani Engineers' diaries, verify hours and dollar amounts against diaries, make fisld "
investigations and laboratory analysis of matetials being used in construction pirojects and advise .
Resident Engineer of problems or situations on projet sites. o
10% M Perform special technical studies, Investigaticns, and transportation engineering survays or road
inventories; prepares related reports and correspondence. : e

ADA Notlee PO Wndividuals with sensory c‘i'i'ahbll_izlels. Iiia dodurmant s evatabla in ailernale lormats. For informatian, call: ©16) a451838,
FTY 711, or wrlls 1o Becords and Forms Management, 1120 N Streel, MS-80, Sacramentd, GA 95814, - = © "+~
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1ESSENTIAL FUNGTIONS are the care duties of the position that cannot be reassighed. -
MARGINAL FUNGTIONS are the minor lasks of the osltion that can ke asslgned to olhers,

SUPERVISION OR GUIDANCE EXERCISED OVER OTHERS

This position does not supervige ot act In & lead warkar capacity; however responsibilities include a' leadership role in the
CAD and CADD technology aspects of project development within the design branch,

KNOWLEDGE, ABILITIES, AND ANALYTICAL REQUIREMENTS :

Knowledge of: methods, materials, and equipment used in construotion, surveying, and maintenance of transportation
faciliies; standards of alignment, grade of highways and other transportation facitities. Incumbent must have extensive
knowledge of Computer Alded Dratfting and Deslign software, the Highway Deslgn Manual and the Caltrans Plans’
Preparation Manual, and knowledgs of word processing and spreadshest software.

Ability to: prepars plans, and estimates for construction or maintanance of transportation facillties; make acourate, neat,
and conclse engineering calculations, docurnents, and correspondence; use Computer Alded Design and Drafting
(CADD) software, word processing and spreadsheet software, acoess and extract information from databases, make
nanhprofessional englneering decisions; perform drafting and mapping. Work with others cooperatively in a project team
relationship; communicate effectively, both written and oral, with supetvisars, fellow workers, and others, Must have the
ability to Incorporate new procedures or technigues and bie able to receive Instruction from the transportation engineer
supervisor, leadworker, or designer oh a continuous basis, ‘

Analytical Requirements: must bs capable of understanding transportation-engineering problems; must have a sofid
understanding of Geometry and Trigonometry; must understand traverse computations by conventional calculations and
by computer applications. Must be able to obtain and analyze information from fiald survey notes and computer gided
design programs; using and processing this Information into earthwork quantities, Must know how contract item

quantities are computad, and know the method of payment, Must be familiar with safe fleld review practices.
AESPONSIBILITY FOR DECISIONS AND CONSEGUENCES OF ERROR '

The Incumbient is responsible for the timely Initlation and prosecution of project development tasks assigned and that all
work complies with all applicable manuals, clrcular letters and directives, The ineumbent is required, 1o coordinate work
with Headquarters, other Regions/Districts, their functional units, as well as other involved departments, :
Fallure to diligently prosecute the above may delay projects, Increase cost, and result in a less than satisfactory product,

PUBLIC AND INTERNAL CONTACTS o :

At all times this assignment requires working effectivaly Mth other people, This- includes personnel th javels within the
North Region, other Districts, Headquarters, local agencies, FHWA, private industry, and the general publie.

PHYSICAL, MENTAL, AND EMOTIONAL REQUIREMENTS

Employees wiil be raquired to slt for long périeds of fime using a keyboard and video display terminal. Employee must be
gongenial end tactul when dealing with cthers while effectively and cooperatively acoomplishing tasks. Frequent,
telephone interaction is common and necessary, Employees will also work under field conditions, which will entall
walking on urieven terraln under variahle weather conditions. . R : P

WORK ENVIRONMENT

While working in the NRPD office, the inaumbent will work in 2 climate-controlied office under artificial lighting. There wil
be perlodic field trips to project sites, travel to maeet with agencies, the public, and for fraining classes.

During the construction season, the individugl meay be foaned to construction to work as a construction inspeotor or -
materlals testor, of insurveys, Incumbent may be required to live away from thelr permanent residence during the

© workweak,

When working outdoors, incumbent may be exposed to dit, noise, uneven surfaces, andfor extreme heat or cold. During
fleld work, use of tieavy duty clothes and beots is required. Perlodic overtime work and out of town ovemight travel may
be required. Travel may require the use of State supplied vehicles that vary in size. T
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| have read, understand and can ‘perform the duties jisted above. (If you belleve you may require reasonable
accommodation, please discuss this with your hiring supervisor. [If you are unsure whether you réquire reasonable
accommodation, inform the hiting supervisor who wil discuss your concerns with the Reasonable Accommodation
Coordinator.)

EMPLOYEE (Print)

EMPLOYEE (Signature) - o DATE

I have discussed the duties with, and provided a copy of this duty statement to the employee named above,

SUPERVISOR (Print)

SUPERVISOR (Signature) ' 7 ' DATE




