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As a valued member of the Caltrans team, you make it possible to improve lives and communities through transportation. 

GENERAL STATEMENT: 

Under the general direction of the Supervisor II, Division of Project Management, Office of Statewide Budget and Resources 
Management, the incumbent has supervisory responsibilities of staff for the management of Cost Accounting Setup (CAS)/Cost 
Accounting Maintenance (CAM) for authorizing the opening and closing of project phases which supports Caltrans project 
management tools used to develop/manage workload and schedules for all Capital Outlay Support (COS) projects throughout the 
state; and Project Change Requests (PCRs) to identify and implement potential changes to CAS/CAM. The incumbent also is 
responsible for supervising the processing and monitoring of Hiring Exemption Requests; and managing the COS Statewide 
Fleet Program. 

CORE COMPETENCIES: 

As a Supervisor 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. 

• Learning on the Fly: Learns quickly, is open to change, experiments, and is flexible. (Prosperity, Employee Excellence - Innovation,
Pride, Stewardship)

• Decision Making: Makes critical and timely decisions. Takes charge. Supports appropriate risk. Makes challenging and appropriate
decisions. (Prosperity, Employee Excellence - Integrity, Pride, Stewardship)

• 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. (Prosperity, Employee Excellence - Integrity, Pride, Stewardship)

• Conflict Management: Recognizes differences in opinions and encourages open discussion. Uses appropriate interpersonal styles.
Finds agreement on issues as appropriate. Deals effectively with others in conflict situation. (Prosperity, Employee Excellence -
Innovation, Integrity, People First, Pride)

• Motivational Support: Skilled at enhancing others commitment to their work. Recognizing and regarding people for their
achievements. (Prosperity, Employee Excellence - Integrity, People First, Pride)

• Customer Focus: Considers, prioritizes, and takes action on the needs of both internal and external customers. (Prosperity, Employee
Excellence - Integrity, People First, Pride)

• Communication: Expresses oneself clearly in all forms of communication. Gives feedback and is receptive to feedback received.
Knows that listening is essential. Keeps others in the Division and other functional units informed as appropriate. (Prosperity, Employee
Excellence - Integrity, People First, Pride)

• Workforce Management: Hires and retains appropriate staff. Conducts workforce and succession planning. Provides feedback on
performance. Addresses employee issues in a timely manner. (Prosperity, Employee Excellence - Integrity, People First, Pride)

• Managing Performance: Responsible for employee performance, setting clear goals and expectations, tracking progress against
departmental and unit goals, providing feedback, and addressing performance issues promptly. (Prosperity, Employee Excellence -
Integrity, People First, Pride, Stewardship)

TYPICAL DUTIES: 

Percentage Job Description 
Essential (E)/Marginal (M)1 
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