
STATE OF CALIFORNIA· DEPARTMENT OF TRANSPORTATION 

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

OFFICE/BRANCH/SECTION CLASSIFICATION TITLE 

Transportation Engineer (Civil) 04/ Maintenance/ Maintenance Services EFFECTIVE 

WORKING TITLE 

Maintenance Agreements Coordinator (MAC) 

POSITION NUMBER 

904-603-3135-XXX

REVISION DATE 

10/30/2025 

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 Senior Transportation Engineer, the incumbent, District 4 Maintenance Agreements Coordinator, will 
be responsible for preparing various maintenance agreements for transportation facilities and related infrastructures, within 
State's right of way, with local agencies in the District. 

CORE COMPETENCIES: 

As a Transportation Engineer (Civil), 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 - Integrity, Stewardship)

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

• Ethics and Integrity: Demonstrated concern to be perceived as responsible, reliable, and trustworthy. Respects the confidentiality of
information or concern shared by others. Honest and forthright. Conforms to accepted standards of conduct. (Safety, Employee
Excellence - Integrity, Stewardship)

• 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 - Innovation, Stewardship)

• Fostering Diversity: Capable of working with a diverse work group, including but not limited to differences in race, nationality, culture,
age, gender, and differently able. Makes everyone feel valuable regardless of diversity in personality, culture, or background. Fosters a
diverse culture to create best solutions. (Employee Excellence - Equity, Stewardship)

• Organizational Awareness: Contributes to the organization by understanding and aligning actions with the organization's strategic
plan, including the mission, vision, goals, core functions, and values. (Safety, Equity, Employee Excellence - Innovation, Integrity,
Stewardship)

• 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. (Employee Excellence

- Collaboration)

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

• Technical Expertise: Depth of knowledge and skill in a technical area. (Safety - Integrity, Stewardship)

TYPICAL DUTIES: 

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

45% E Prepares various maintenance agreements for transportation facilities and related infrastructures, within 

State's right of way, with local agencies in the district, according to the Maintenance Agreement Manual, 

California Streets and High Code and other related manuals and guidelines. This involves becoming 
familiar with the existing and proposed design or construction projects in the area and the knowledge of 

State's statutes, 
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