
Please wait... 
  
If this message is not eventually replaced by the proper contents of the document, your PDF 
viewer may not be able to display this type of document. 
  
You can upgrade to the latest version of Adobe Reader for Windows®, Mac, or Linux® by 
visiting  http://www.adobe.com/go/reader_download. 
  
For more assistance with Adobe Reader visit  http://www.adobe.com/go/acrreader. 
  
Windows is either a registered trademark or a trademark of Microsoft Corporation in the United States and/or other countries. Mac is a trademark 
of Apple Inc., registered in the United States and other countries. Linux is the registered trademark of Linus Torvalds in the U.S. and other 
countries.


STATE OF CALIFORNIA • DEPARTMENT OF TRANSPORTATION
State of California Department of Transportation
POSITION DUTY STATEMENT
Position Duty Statement
PM-0924 (REV 01/2022)
Form Number: PM-0924 (Revised January 2022)
ADA Notice
ADA Notice
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CORE COMPETENCY
DESCRIPTION
GOALS
VALUES
Click on label to view description of goal or value.
GENERAL STATEMENT:
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.
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.
WHEN APPROPRIATE, IDENTIFY THE NEED FOR ANY CREDENTIAL OR LICENSE SUCH AS A DRIVER'S LICENSE.)  *RED TEXT ONLY APPEARS ON THE SCREEN
CLICK ON THE "VIEW COMPETENCIES" BUTTON TO SELECT CORE COMPETENCIES, GOALS, AND VALUES.  AFTER SELECTIONS HAVE BEEN MADE, THEY WILL BE MERGED INTO THIS SECTION.
Insert the position classification and identify five to seven core competencies the incumbent needs to develop in order to successfully perform the essential job functions while promoting the Department's Mission, Vision, and Goals. Once Competency is identified, don't forget to determine with which goal and value the competency aligns.
As  , 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.
below in order to successfully perform the essential functions of the job, while adhering to and promoting the Department's Mission, Vision, Values, and Goals.
●         :  (  - )
• Core Competency
TYPICAL DUTIES:
 
Percentage                  
Essential (E)/Marginal (M)1 
Typical DutiesPercentage		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
Provide a description of duties. Related duties may be grouped together. To add additional lines of duties with different percentages, click on the + button.)
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 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.
I have discussed the duties with, and provided a copy of this duty statement to the employee named above.
{{Sig2_es_:signer2:signature                                              }}
{{Dte2_es_:signer2::date:format(mm/dd/yyyy}}
{{Sig1_es_:signer1:signature                                              }}
{{Dte1_es_:signer1:date:format(mm/dd/yyyy}}
SELECT THE MOST RELEVANT CORE COMPETENCY FROM EACH LEADERSHIP COMPETENCY IN THE LIST BELOW BY CLICKING ON THE CHECK BOX. AT LEAST ONE GOAL AND ONE VALUE MUST BE CHECKED FOR EACH COMPETENCY SELECTED.  AFTER SELECTIONS HAVE BEEN MADE, CLICK ON THE "SELECT COMPETENCIES" BUTTON TO MERGE INTO THE DUTY STATEMENT.
Insert the position classification and identify five to seven core competencies the incumbent needs to develop in order to successfully perform the essential job functions while promoting the Department's Mission, Vision, and Goals. Once Competency is identified, don't forget to determine with which goal and value the competency aligns.
CORE COMPETENCY
DESCRIPTION
GOALS
VALUES
Click on label to view description of goal or value.
Leadership Competency and Description
Forms Management Unit
Caltrans
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Associate Architect
Associate Bridge Engineer
Associate Budget Analyst 
Associate Chemical Testing Engineer
Associate Construction Analyst
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Associate Environmental Planner, ARCH
Associate Environmental Planner, NS
Associate Estimator of Bldg Cons
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Associate Printing Plant Superintendent
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Associate Right of Way Agent
Associate Safety Engineer
Associate Sanitary Engineer
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Associate Telecommunications Eng
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Associate Trans Electrical Eng, Sup
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Associate Trans Engineer, CT
Associate Trans Engineer, CT (Spec)
Associate Transportation Planner
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	Classification Title, Type in search parameter and click on Tab or Enter to retrieve classification drop down list.: Associate Governmental Program Analyst
	Classification Title, Required. Select from the drop down list.: 5393
	workingtitle: Project Manager Assistant (PMA)
	positionnumber: 911-100-5393-043
	officebranch: District 11 / PPM / Project Delivery Support
	date: 09/19/2024
	ClassType: P
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<root><element><CORECOMPETENCY type="VARCHAR2">Technical Expertise</CORECOMPETENCY><COMPDESCRIPTION type="VARCHAR2">Depth of knowledge and skill in a technical area. </COMPDESCRIPTION><LEADERSHIPCOMP type="VARCHAR2">Results Driven</LEADERSHIPCOMP></element><element><CORECOMPETENCY type="VARCHAR2">Thoroughness</CORECOMPETENCY><COMPDESCRIPTION type="VARCHAR2">Ensures that work and information is complete and accurate. Ensures that assignment goals, objectives, and completion dates are met. Documents and reports on work progress.</COMPDESCRIPTION><LEADERSHIPCOMP type="VARCHAR2">Results Driven</LEADERSHIPCOMP></element><element><CORECOMPETENCY type="VARCHAR2">Business Acumen</CORECOMPETENCY><COMPDESCRIPTION type="VARCHAR2">Ability to perform essential functions of position with insight, acuteness, and intelligence in the applicable areas of commerce and/or industry.</COMPDESCRIPTION><LEADERSHIPCOMP type="VARCHAR2">Results Driven</LEADERSHIPCOMP></element><element><CORECOMPETENCY type="VARCHAR2">Commitment/Results Oriented</CORECOMPETENCY><COMPDESCRIPTION type="VARCHAR2">Dedicated to public service and strives for excellence and customer satisfaction. Ensures results in their organization.</COMPDESCRIPTION><LEADERSHIPCOMP type="VARCHAR2">Results Driven</LEADERSHIPCOMP></element><element><CORECOMPETENCY type="VARCHAR2">Computer literacy and application</CORECOMPETENCY><COMPDESCRIPTION type="VARCHAR2">Appropriate knowledge of computer applications and other tools necessary to successfully perform tasks.</COMPDESCRIPTION><LEADERSHIPCOMP type="VARCHAR2">Results Driven</LEADERSHIPCOMP></element><element><CORECOMPETENCY type="VARCHAR2">Diagnostic Information Gathering</CORECOMPETENCY><COMPDESCRIPTION type="VARCHAR2">Identify information needed to clarify a situation, seeking that information from appropriate sources.</COMPDESCRIPTION><LEADERSHIPCOMP type="VARCHAR2">Results Driven</LEADERSHIPCOMP></element><element><CORECOMPETENCY type="VARCHAR2">Organizational Skills</CORECOMPETENCY><COMPDESCRIPTION type="VARCHAR2">Keeps work prioritized and organized. Logically approaches situations. </COMPDESCRIPTION><LEADERSHIPCOMP type="VARCHAR2">Results Driven</LEADERSHIPCOMP></element></root>
	SearchParams: (UPPER(CLASSIFICATION)LIKE UPPER('Associate%'))
	RecordCount: 31.00000000
	tempClassValue: 5393
	tempTxtClassValue: Associate
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	PrintGeneralStatement: Under the direction of a Staff Services Manager I, the Project Manager Assistant (PMA) provides support to Division Management and Project Managers (PM) in a broad range of document development, scope, scheduling, budgeting, programming, and analytical activities in the delivery of the District's Capital Program projects. Responsibilities includes monitoring, coordinating, managing, and analyzing all phases of a project including: Project Initiation Document (PID); Project Approval and Environmental Document (PA&ED); Plans, Specifications, and Estimates (PS&E); Right of Way Support and Capital (R/W), and Construction Support and Capital (CON). 
	Title: 
	A classification title must be entered before selecting competencies. Click to view and select competencies for duty statement.: 
	Classification: Associate Governmental Program Analyst
	AorAn: an
	txtCompetency: Thoroughness
	txtDescription: Ensures that work and information is complete and accurate. Ensures that assignment goals, objectives, and completion dates are met. Documents and reports on work progress.
	txtG1: 0
	txtG2: Cultivate Excellence
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	txtG4: Strengthen Stewardship and Drive Efficiency
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	txtG6: 0
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	txtV3: Innovation
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	ftxtCompetency: Thoroughness
	ftextDescription: Ensures that work and information is complete and accurate. Ensures that assignment goals, objectives, and completion dates are met. Documents and reports on work progress.
	ftxtG1: Safety First, 
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	ftxtG6: Advance Equity and Livability in all Communities
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	ftxtV2: Equity, 
	ftxtV3: Innovation, 
	ftxtV4: Integrity
	ftxtV5: Pride
	JobDescription: May represent the Division and District on committees related to the above-mentioned areas. Organizes meetings with staff and management from various programs to discuss project issues, deliverables, status, risks, and lessons learned. May act as meeting facilitator.  Participates in efforts to improve the effectiveness and efficiency of Program Project Management, which may include the training and development of others within the Division. 
	deleteSubForm: 
	addSubFormBelow: 
	DutyPercentage: 5%
	EorM: M
	overothers: None, but may act in the lead capacity over less experienced staff or as the lead for special projects.
	abilities: Knowledge of: Principles, practices, and trends of public and business administration, management, and supportive staff services such as budgeting, personnel, and management analysis; government functions and organization; and methods and techniques of effective conference leadership. The incumbent must have comprehensive knowledge of purpose and function of Caltrans systems and software including California Transportation Improvement Program System (CTIPS), AMS Advantage, Info Advantage, Office Engineer Database, State Highway Operations & Programs SHOPP Tool, Project Agreement Construction Tool (PACT), Federal Aid Data System (FADS) Data Link, Project Change Request Database and PRSM. SANDAG - ProjectTrak. Must have knowledge of computer applications (e.g., personal computer hardware and software, including Outlook, Microsoft Word, Microsoft Excel, Microsoft PowerPoint, Oracle, FileMaker Pro).  Ability to: Reason logically and creatively and utilize a variety of analytical techniques to resolve complex governmental and managerial problems; develop and evaluate alternatives; analyze data and present ideas and information effectively, in both written and verbal communication; 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; coordinate the work of others, act as a team or conference leader; and appear before legislative and other committees. Must have the ability to advise others on a wide variety of subject-matter areas, present ideas and information effectively, develop and evaluate alternatives, gain and maintain the confidence and cooperation of those contacted during the course of work, coordinate the work of others, act as a team member. Must possess excellent organizational skills, set priorities, and meet deadlines.Must have knowledge of principles and processes for providing excellent customer service including the assessment of customer needs, meeting quality standards for service, and the evaluation of customer satisfaction. Must be able to analyze information and use logic to address work-related issues and problems. Must demonstrate dependability in fulfilling responsibilities and a cooperative attitude. Must be able to adapt to changing priorities and direction. Must have the ability to act independently, open-mindedness, flexibility, and tact.
	responsibilities: Responsible for performing work to a high degree of accuracy. Reports produced may be used both internally and externally. Inaccurate information can result in negative publicity for both Caltrans, SANDAG and ICTC.
	contacts: This position requires frequent communication with deputies, supervisors, project and functional managers, and coworkers throughout the district, as well as SANDAG, ICTC, local agencies and headquarters staff.
	physicalmentalemotional: May be required to sit or stand for long periods of time using a personal computer and various software applications, file documents, attend or lead meetings, and perform other office-related duties. Must be able to concentrate, focus intently, and analyze complex data sets. Must be able to respond appropriately in a busy office environment. May be required to handle several issues at a time and should be able to prioritize tasks as necessary. Must be able to grasp technical information, formulate effective strategies and then communicate those complexities in a manner that is well understood by the receiver of the information. Must have effective, tactful ways of dealing with challenging situations. Must be able to develop and maintain productive working relationships.  
	environment: The base of operation is in the District office. While in the office setting, the incumbent may be working in a cubicle, in a climate-controlled environment with artificial lighting. Multi-floor buildings are equipped with elevators and stairs. However, due to periodic energy conservation requirements, the building temperature may fluctuate. May be required to travel. Possession of a valid driver's license is required to operate a State owned or leased vehicle.This position may be eligible for telework. The amount of telework is at the discretion of the Department and based on Caltrans’s evolving telework policy. Caltrans supports telework, recognizing that in-person attendance may be required based on operational needs. Employees are expected to be able to report to their worksites with minimum notification if an urgent need arises. The selected candidate will be required to commute to the headquartered location as needed to meet operational needs. Business travel may be required and reimbursement considers an employee’s designated headquartered location, 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 selected candidate.          
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	xmlDocLeadershipComp: <?xml version="1.0"?>
<root><element><LEADERSHIPCOMP type="VARCHAR2">Change Commitment</LEADERSHIPCOMP><DESCRIPTION type="VARCHAR2">Approaches change as an opportunity to promote excellence and innovation at Caltrans</DESCRIPTION></element><element><LEADERSHIPCOMP type="VARCHAR2">Risk Appetite</LEADERSHIPCOMP><DESCRIPTION type="VARCHAR2">Takes risks after thoughtful and deliberate planning</DESCRIPTION></element><element><LEADERSHIPCOMP type="VARCHAR2">Self-Development/Growth</LEADERSHIPCOMP><DESCRIPTION type="VARCHAR2">Seeks areas for personal growth</DESCRIPTION></element><element><LEADERSHIPCOMP type="VARCHAR2">Conflict Management</LEADERSHIPCOMP><DESCRIPTION type="VARCHAR2">Reduces tensions to promote good outcomes for all parties</DESCRIPTION></element><element><LEADERSHIPCOMP type="VARCHAR2">Relationship Building</LEADERSHIPCOMP><DESCRIPTION type="VARCHAR2">Identifies what is important to others, and the department, and develops trust to create meaningful relationships</DESCRIPTION></element><element><LEADERSHIPCOMP type="VARCHAR2">Organizational Awareness</LEADERSHIPCOMP><DESCRIPTION type="VARCHAR2">Understands how Caltrans relates to and impacts the community</DESCRIPTION></element><element><LEADERSHIPCOMP type="VARCHAR2">Communication</LEADERSHIPCOMP><DESCRIPTION type="VARCHAR2">Listens carefully to understand and respectfully explains ideas and objectives clearly to others</DESCRIPTION></element><element><LEADERSHIPCOMP type="VARCHAR2">Strategic Perspective</LEADERSHIPCOMP><DESCRIPTION type="VARCHAR2">Considers the future and a broad perspective when developing goals and planning</DESCRIPTION></element><element><LEADERSHIPCOMP type="VARCHAR2">Results Driven</LEADERSHIPCOMP><DESCRIPTION type="VARCHAR2">Understands what is needed for Caltrans to succeed and produces demonstrable progress through data-proven results</DESCRIPTION></element></root>
	inputLeadershipComp: Results Driven
	leadershipComp: Results Driven: Understands what is needed for Caltrans to succeed and produces demonstrable progress through data-proven results
	Select: No
	CoreComp: Organizational Skills
	Description: Keeps work prioritized and organized. Logically approaches situations. 
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