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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 supervision of a Staff Services Manager I, Region Maintenance Manager I and II, the Analyst I will provide clerical, 
administrative, and analytical support for the Northbay Region. Duties and responsibilities require research, analysis, and the use 
of independent judgment and discretion to interpret data and apply statutes, regulations, policies, and procedures to specific 
situations. The incumbent is required to analyze issues and independently determine an effective course of action. The Analyst I 
independently researches payroll issues; prepares and reviews payroll reports; researches and analyzes time entries daily; 
resolves payroll discrepancies; and makes recommendations to supervisors regarding necessary corrections to timekeeping 
based on leave balances. The position also resolves payroll and employee-related issues with Headquarters Human Resources. 
This position requires the ability to analyze data, comprehend rules and regulations, and implement the timekeeping computer 
program. The Analyst I will respond to telephone and counter inquiries from staff regarding timekeeping discrepancies. The 
incumbent participates in a healthy, cohesive, team-focused work environment. This position is represented under collective 
bargaining and does not telework. 

CORE COMPETENCIES: 

As an Analyst 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. (Safety, Employee Excellence - Collaboration, Equity, Innovation, Integrity)

• Dealing with Ambiguity (Risk): Can comfortably handle risk and uncertainty, as well as make decisions to act without having the total
picture. (Safety, Employee Excellence - Collaboration, Equity, Innovation, Integrity)

• Initiative: Ability to identify what needs to be done and doing it before being asked or required by the situation. Seeks out others
involved in a situation to learn their perspectives. (Safety, Employee Excellence - Collaboration, Equity, Innovation, Integrity)

• 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. (Safety, Employee Excellence - Collaboration, Equity, Integrity,
Pride)

• Teamwork and Collaboration: Sets team structure. Organizes, leads, and facilitates team activities. Promotes team cooperation and
encourages participation. Capable of cross functionality and working well with others on a team to achieve personal goals, team goals,
and organizational goals. Takes responsibility for individual actions in order to achieve consistent results. (Safety, Employee Excellence
- Collaboration, Equity, Integrity, Pride)

• Customer Focus: Considers, prioritizes, and takes action on the needs of both internal and external customers. (Safety, Employee
Excellence - Collaboration, Equity, Integrity)

• Communication: Expresses oneself clear1y 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. (Safety, Employee
Excellence - Collaboration, Equity, Integrity)

• Planning and Results Oriented: Organizes and executes work to meet organizational goals and objectives while meeting quality
standards, following organizational processes, and demonstrating continuous commitment. (Safety, Employee Excellence -
Collaboration, Innovation, People First)

• Thoroughness: 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. (Safety, Employee Excellence - Collaboration, Integrity, Pride)

TYPICAL DUTIES: 

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

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, Sacramento, CA 95814, or by email at Forms.Management.Unit@dot.ca.gov. 










