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STATE OF CALIFORNIA • DEPARTMENT OF TRANSPORTATION
POSITION DUTY STATEMENT
PM-0924 (REV 9/2013)
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.
GENERAL STATEMENT:
(PROVIDE A BRIEF SUMMARY OF THE MAIN PURPOSE AND FUNCTIONS OF THE POSITION.  DESCRIBE THE SUPERVISORY RELATIONSHIPS INCLUDING THE CLASSIFICATION OF THE SUPERVISOR OR MANAGER TO WHOM THE INCUMBENT REPORTS.
WHEN APPROPRIATE, IDENTIFY THE NEED FOR ANY CREDENTIAL OR LICENSE SUCH AS A DRIVER'S LICENSE.)  *RED TEXT ONLY APPEARS ON THE SCREEN
TYPICAL DUTIES:
 
Percentage                  
Essential (E)/Marginal (M)1 
 
 
Job Description
(PROVIDE A DESCRIPTION OF DUTIES.  RELATED DUTIES MAY BE GROUPED TOGETHER.  TO ADD ADDITIONAL LINES OF DUTIES WITH DIFFERENT PERCENTAGES, CLICK ON THE "+" BUTTON.) *RED TEXT ONLY APPEARS ON THE SCREEN
1ESSENTIAL 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.
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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	frmid: PM0924
	contextPath: cefs2.dot.ca.gov:8080
	Flat: 
	classification: TRANSPORTATION ENGINEERING TECHNICIAN
	workingtitle: Office Engineer, Field Inspector
	positionnumber: 907-504-3175-XXX
	officebranch: CONSTRUCTION/Field Office
	Select Date from calendar: 
	PrintGeneralStatement: Under the supervision of a Senior Transportation Engineer, the Transportation Engineering Technician in the Construction Field Office is responsible for assisting the Senior Transportation Engineer/Resident Engineer with:
	DutyPercentage: 5%
	EorM: M
	JobDescription: Reviewing Contract Plans, Special Provisions, and Standard Specifications; order and maintain office supplies; perform other duties deemed necessary of Caltrans operational needs.
	addSubFormBelow: 
	moveSubFormUp: 
	moveSubFormDown: 
	overothers: This position does not supervise other employees.
	abilities: • Constantly keep safety in mind of yourself and others around you.• Knowledge of the construction practices and field testing request procedures,• Knowledge of construction field office procedures,• Ability to communicate effectively, oral and in writing, document work performed daily,• Must be team work oriented, with ability to work independently and to perform construction administration duties.• Must be able to interpret the Special Provisions, Standard Specifications, Contract Plans, Standard Plans, Codes, and Manuals.
	responsibilities: Must be able to effectively make decisions concerning work in progress to avoid delays. Inability to properly prepare and manage job records could result in contractor claims or other outside legal action which may result in monetary loss to the State.
	contacts: Must work closely with all levels of District and Structures personnel and the Contractor.  Must maintain open communication with internal functional offices and Contractors and their representatives. As a representative of Caltrans, acting professionally at all times. Work effectively by knowing construction methods and inspection techniques.
	physicalmentalemotional: Physical: Incumbent may be required to sit for long periods of time using a keyboard and video display terminal. Some lifting, carrying, bending, squatting, kneeling, crouching, reaching and pulling may be required but not frequent. Must be able to transport variety of objects that are less or equal to 25 pounds or more. Occasional twisting of neck and waist. Must be able to travel to various field locations and may be required to move across uneven surfaces, traverse across ragged terrain, hilly areas or on uneven grounds to conduct business.  Physical activities vary and any singular physical requirement may be for lengthy periods of time.  Recommended to be trained in first aid and apply skills in the event of an emergency.  Must be able to perform the required duties safely.  Mental:  Incumbent must have the ability to sustain mental activity to write reports, problem solve, analyze and gather facts.Emotional:  Incumbent must have the ability to maintain emotional control during conflicts with contractors and/or coworkers; must be able to develop and maintain cooperative working relationships and respond appropriately to difficult situations; recognize emotionally charged issues or problems, and perform appropriately.
	environment: Employees will be required to travel and work outdoors and may be exposed to dirt, noise, uneven surfaces, and/or extreme heat or cold.  Travel may be required.  Must be able to drive a state vehicle and have a valid California Drivers License. Vacations may be restricted during peak times. Night and weekend work, overtime and flexible hours may be required. Use of computers and other office equipment is required. Job may have exposure to chemicals, equipment, machinery, heat, cold, dust, outdoor conditions, indoor conditions, and humidity. May have exposure to high decibels of noise. Hard hat, safety vest, and appropriate safety equipment must be worn at all times in the field, no exceptions. Incumbent will have exposure to high volumes of paperwork, filing, and data entry.  While at their field office, employees will work in a climate-controlled office under artificial lighting. However due to periodic problems with the heating and air conditioning, the building temperature may fluctuate.  
	employee: 
	Select Date from calendar: 
	supervisor: 
	Select Date from calendar: 



