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As a valued member of the Caltrans leadership team, you make it possible for the Department to provide a safe and reliable transportation
network that serves all people and respects the environment.

GENERAL STATEMENT:
Under the general direction of the Supervising Transportation Engineer, Caltrans (Corridor Director), the Staff Services Manager I 
(TransNet Program Office Manager), performs a wide variety of fiscal, management, and staff services functions such as 
planning, prioritizing, organizing, and directing the workload assignments of the District's TransNet Program Office. The 
incumbent is responsible for the effective resolution of a broad range of supervisory problems, making recommendations on a 
broad spectrum of administrative and program-related problems, supervising a team of professional and analytical staff, and 
doing other related work. 

CORE COMPETENCIES:
As a Staff Services Manager I, the incumbent is expected to become proficient in the following competencies as described below in order to 
successfully perform the essential functions of the job, while adhering to and promoting the Department's Mission, Vision, Values, Strategic 
Imperatives and Goals. Effective development of the identified Core Competencies fosters the advancement of the following Leadership 
Competencies: Change Commitment, Risk Appetite, Self-Development/Growth, Conflict Management, Relationship Building, Organizational 
Awareness, Communication, Strategic Perspective, and Results Driven.

Creativity and Innovation: Thinks beyond the confines of traditional models to recognize opportunities, seek creative solutions and 
take intelligent risks. (Strengthen Stewardship and Drive Efficiency  - Integrity)

Decision Making: Makes critical and timely decisions. Takes charge. Supports appropriate risk. Makes challenging and appropriate 
decisions. (Strengthen Stewardship and Drive Efficiency  - Integrity)

Reliability: Ability to demonstrate dependability in meeting commitments, and providing a consistent work product. Takes responsibility 
for individual actions in order to meet deadline demands. (Strengthen Stewardship and Drive Efficiency  - Integrity, Pride)

Problem-solving and Decision-making : Identifies problems and uses logical analysis to find information, understand causes, and 
evaluate and select or recommend best possible courses of action. (Strengthen Stewardship and Drive Efficiency  - Integrity)

Teamwork/Partnership: Develops, maintains, and strengthens partnerships with others inside or outside of the organization through 
effective communication and collaboration. (Strengthen Stewardship and Drive Efficiency  - Integrity)

Customer Focus: Considers, prioritizes, and takes action on the needs of both internal and external customers. (Strengthen 
Stewardship and Drive Efficiency  - Integrity)

Interpersonal Effectiveness : Effectively and appropriately interacts and communicates with others to build positive, constructive, 
professional relationships. Tailors communication style based on the audience. Provides and is receptive to feedback. (Cultivate 
Excellence, Strengthen Stewardship and Drive Efficiency  - Integrity)

Analytical Skills: Approaches problems using a logical, systematic, and sequential approach. Weighs priorities and recognizes 
underlying issues. (Strengthen Stewardship and Drive Efficiency  - Integrity)

Technical Expertise: Depth of knowledge and skill in a technical area.  (Strengthen Stewardship and Drive Efficiency  - Integrity)

TYPICAL DUTIES: 

Percentage
Essential (E)/Marginal (M)1

Job Description



STATE OF CALIFORNIA • DEPARTMENT OF TRANSPORTATION

POSITION DUTY STATEMENT
PM-0924 (REV 01/2022)

ADA Notice For individuals with sensory disabilities, this document is available in alternate formats. For alternate format information, contact the Forms
Management Unit at (279) 234-2284, TTY 711, or write to Records and Forms Management, 1120 N Street, MS-89, Sacramento, CA 95814.

Collaborates with Project Managers and Corridor Directors and prepares, monitors, and manages fiscal 
activities, including but not limited to Capital Improvement Plans (CIPs), Project Health and Expenditure 
Reports, financial expenditures forecasts, State and Federal programming processes and related 
documentation, Cooperative Agreements and Project Implementation Orders (PIOs), and Project Change 
Requests related to the budgeting, accounting, and funding of assigned projects. Acts as the single point 
of contact for the San Diego Association of Governments (SANDAG) and Caltrans Headquarters 
Accounting and Budget divisions on financial issues related to Corridor/TransNet projects.  Ensures the 
quality and reliability of the budget, expenditures, and financial forecasts managed by the unit. Oversees 
financial and system problems and provides problem-solving resolutions. Advises and supervises staff in 
identifying inconsistencies, as this is crucial to prevent budgetary issues and acts upon them immediately.

40% E

Works with the Corridor Directors, District Program Management, and SANDAG to assist in the program 
management responsibilities required to coordinate and deliver a program of transportation projects 
efficiently and cost-effectively. Provides support and coordination for ongoing reviews and program audits 
by department internal parties and outside agencies.

25% E

Supervises a team to ensure a highly efficient team in supporting the successful delivery of capital projects 
and the Department’s Mission, Vision, and Goals. Ensures all staff members are aware of and follow the 
District's/Division's Letter of Expectations, Department Policies, and Directives. Prepares Annual 
Performance Reviews, Individual Development Plans, and works directly with staff on training plans, 
career development, and equipment needs. Provides active feedback to staff on performance appraisals 
and takes timely action on disciplinary matters. Conducts staff meetings, fosters a team-oriented and 
innovative work environment, and ensures staff are accountable for their work. Provides guidance and 
direction to staff responsible for a wide variety of complex and sensitive accounting, resource, funding, and 
budgeting issues. Serves as a communication link between staff and Executive Management and ensures 
a safe working environment. 

20% E

Acts as the Division’s Resource Manager and is responsible for administrative functions associated with 
managing the personnel resources and operating expenses associated with five divisions. Managers the 
inventory, purchasing, hiring, training, and monitoring and managing expenditures within allocations. 

10% E

Participates in division and district activities to improve and innovate the District’s projects and services 
such as career development and training courses, internal and external teams and committees, and staff 
recruitment. Works on special projects as required consistent with division needs. Performs other related 
duties as required and provides backup to other staff during a leave of absence to enable continuous 
support and completion of functions.

5% M

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.

Provides direct supervision to Associate Governmental Program analysts and may provide supervision over other associate-level 
analysts and/or administrative staff as needed. Volunteers and student assistants may also be assigned.

SUPERVISION OR GUIDANCE EXERCISED OVER OTHERS

Knowledge of: Principles, practices, and trends of public and business administration, including management and supportive staff 
services such as budgets and accounting, project management, project programming, personnel, management analysis, 
planning, program evaluation, or related areas; principles and practices of employee supervision, development, and training; 
program management; formal and informal aspects of the legislative process; the administration and department's goals and 
policies; governmental functions and organization at the State and local level; department's Equal Opportunity objectives; and a 
manager's role in the Equal Opportunity Program and the processes available to meet program objectives. The incumbent must 
possess sound, in-depth knowledge and expertise in the development and management of capital programs. Hands-on 
experience in one or more of the project development areas is preferable.

Ability to: Reason logically and creatively and utilize a variety of analytical techniques to resolve complex governmental and 
managerial problems; understand the project development process to develop baseline budget and budget change requests; 
develop and evaluate alternatives; analyze data and present ideas and information effectively both orally and in writing; consult 
with and advise administrators or other interested parties on a wide variety of subject-matter areas; gain and maintain the 
confidence and cooperation of those contacted during the course of work; review and edit written reports, utilize interdisciplinary 
teams effectively in the conduct of studies; manage a complex Staff Services program; establish and maintain project priorities; 
develop and effectively utilize all available resources; and effectively contribute to the department's equal employment objectives.

KNOWLEDGE, ABILITIES, AND ANALYTICAL REQUIREMENTS
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The incumbent is accountable to Caltrans Corridor Directors, Caltrans Project Managers, and to the SANDAG financial 
management team. The incumbent must work closely and cooperatively with multiple stakeholders. Timeliness and accuracy are 
critical. Financial decisions significantly impact the Department's ability to deliver projects and the overall TransNet program in a 
timely and cost-effective manner. Incumbent works with project managers to develop project options and draft recommendations 
for management action. Mistakes or delays in these actions or a failure to fully assess available impacts or options could result in 
project and program failure. Delays or the inefficient use of State and regional funds may damage the Department's reputation 
and relationship with project sponsors.

RESPONSIBILITY FOR DECISIONS AND CONSEQUENCES OF ERROR

The incumbent works with District staff (including management), Caltrans Headquarters staff of all levels, and various regional 
partners including Regional Transportation Planning Agencies (RTPA) staff.

PUBLIC AND INTERNAL CONTACTS

The incumbent may be required to be stationary for long periods of time using a computer and phone. The incumbent is expected 
to create a work environment that encourages creative thinking and innovation, enabling others to acquire the tools and support 
they need to perform well. In addition, this role must be open-minded to new ideas and change and be able to adapt behavior 
and work methods in response to new information, changing conditions, or unexpected obstacles; must have the ability to multi-
task; complete tasks or projects with short notice; collaborate, develop, and maintain working relationships; recognize emotionally 
charges issues or problems; respond appropriately to difficult situations; and respond in a tactful and respectful manner.

PHYSICAL, MENTAL, AND EMOTIONAL REQUIREMENTS

While at the base of operation, the incumbent works in a climate-controlled office under natural and artificial lighting. Multi-floor 
buildings are equipped with elevators and stairs. Some travel may be required. A valid driver's license is required to operate a 
State leased or owned vehicle. 

This position may be eligible for telework. The amount of telework is at the discretion of the Department and is based on 
Caltrans's evolving telework policy. Caltrans supports telework, recognizing that in-person attendance may be required based on 
operational needs. The incumbent is expected to be able to report to their worksites with minimum notification if an urgent need 
arises. The incumbent is required to commute to the headquartered location as needed to meet operational needs. Business 
travel may be required, and reimbursement considers an incumbent's designated headquartered location or primary residence 
and may be subject to CalHR regulations or applicable bargaining unit contract provisions. All commute expenses to the 
headquartered location will be the responsibility of the incumbent. 

WORK ENVIRONMENT
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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 (Print)

SUPERVISOR (Print)

SUPERVISOR (Signature) DATE

{{Sig2_es_:signer2:signature                                              }} {{Dte2_es_:signer2::date:format(mm/dd/yyyy}}

EMPLOYEE (Signature) DATE

{{Sig1_es_:signer1:signature                                              }} {{Dte1_es_:signer1:date:format(mm/dd/yyyy}}


