




STATE OF CALIFORNIA• DEPARTMENT OF TRANSPORTATION 

POSITION DUTY STATEMENT 
DOT PM-0924 (REV 01/2025) 

RESPONSIBILITY FOR DECISIONS AND CONSEQUENCES OF ERROR 

The position requires frequent interaction with right of way staff, Legal staff, Design staff, California Transportation Commission 
(CTC) staff and others. Interaction can occur at all levels, from management to clerical staff, representing internal functional units 
and other agencies (public and private). It is imperative that the incumbent establishes and maintains effective working 
relationships with those he/she is in communication. Excellent verbal and written skills are of primary importance. 

PUBLIC AND INTERNAL CONTACTS 

The position requires frequent interaction with Right of Way staff, Legal staff, Design staff, CTC staff and others. Interaction can 
occur at all levels, from management to clerical staff, representing internal functional units and other agencies (public and 
private). It is imperative that the incumbent establishes and maintains effective working relationships with those he/she is in 
communication. Excellent verbal and written skills are of primary importance. 

PHYSICAL, MENTAL, AND EMOTIONAL REQUIREMENTS 

Must have the ability to multi-task, adapt to changes in priorities and complete tasks or projects with short notice. Must value 
cultural diversity and other individual differences in the workforce; behave in a fair and ethical manner toward others and 
demonstrate a sense of responsibility and commitment to public service; must have the ability to resolve conflicts in a reasonable 
and diplomatic manner; must be able to develop and maintain cooperative working relationships. Employee may be required to 
sit for long periods of time using a keyboard and video display terminal. 

WORK ENVIRONMENT 
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.
 

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 agree that by providing my electronic signature for this form, I agree to conduct business transactions by electronic means and that my electronic 
signature is the legal binding equivalent to my handwritten signature. I hereby agree that my electronic signature represents my execution or 
authentication of this form, and my intent to be bound by it. 

EMPLOYEE (Print) 

EMPLOYEE (Signature) 

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

SUPERVISOR (Print) 

SUPERVISOR (Signature) 

Americans with Disabilities Act (ADA) Notice: This document is available in alternative accessible formats. For more information, please contact the Forms Management 
Unit at (279) 234-2284, TTY 711, in writing at Forms Management Unit, 1120 N Street, MS-89, Saaamento, CA 95814, or by email at Forms.Management.Unit@dot.ca.gov. 


