
STATE OF CALIFORNIA • DEPARTMENT OF TRANSPORTATION

POSITION DUTY STATEMENT
PM-0924 (REV 01/2022)

ADA Notice For individuals with sensory disabilities, this document is available in alternate formats. For alternate format information, contact the Forms 
Management Unit at (279) 234-2284, TTY 711, or write to Records and Forms Management, 1120 N Street, MS-89, Sacramento, CA 95814.

Associate Transportation Planner
CLASSIFICATION TITLE

Associate Transportation Planner

WORKING TITLE

Investment Planning Coordinator and Liaison
POSITION NUMBER

900-074-4721-XXX

OFFICE/BRANCH/SECTION

Office of Strategic Investment Planning

REVISION DATE

10/14/2026

As a valued member of the Caltrans leadership team, you make it possible for the Department to provide a safe and reliable transportation 
network that serves all people and respects the environment.

GENERAL STATEMENT:

Under direction of the Supervising Transportation Planner, a Office Chief, within the Office of Strategic Investment Planning 
(OSIP), the Associate Transportation Planner advances transportation investment strategies through implementation of the 
Caltrans System Investment Strategy (CSIS), which operationalizes the goals of the Climate Action Plan for Transportation 
Infrastructure (CAPTI). The incumbent supports policies and programs that improve safety, reduce vehicle miles traveled (VMT), 
expand multimodal transportation choices, improve accessibility and equity, enhance air quality and environmental sustainability, 
and strengthen transportation system reliability. The Associate Transportation Planner supports state and federal discretionary 
grant programs, assists Headquarters Programs and Caltrans Districts with funding applications and project development, and 
ensures project nominations are consistent with CSIS priorities and statewide transportation, climate, and equity goals.

CORE COMPETENCIES:
As an Associate Transportation Planner, 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.

● Flexibility and Managing Uncertainty : Adjusts thinking and behavior in order to adapt to changes in the job and work environment.  
(Safety First, Cultivate Excellence, Enhance and Connect the Multimodal Transportation Network, Strengthen Stewardship and Drive 
Efficiency, Lead Climate Action,  Advance Equity and Livability in all Communities - Engagement, Equity, Innovation, Integrity, Pride)

● Dealing with Ambiguity (Risk): Can comfortably handle risk and uncertainty, as well as make decisions to act without having the total 
picture. (Safety First, Cultivate Excellence, Enhance and Connect the Multimodal Transportation Network, Strengthen Stewardship and 
Drive Efficiency, Lead Climate Action,  Advance Equity and Livability in all Communities - Engagement, Equity, Innovation, Integrity, 
Pride)

● 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 First, Cultivate Excellence, Enhance and Connect the Multimodal 
Transportation Network, Strengthen Stewardship and Drive Efficiency, Lead Climate Action,  Advance Equity and Livability in all 
Communities - Engagement, Equity, Innovation, Integrity, Pride)

● 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 First, Cultivate Excellence, Enhance and Connect the 
Multimodal Transportation Network, Strengthen Stewardship and Drive Efficiency, Lead Climate Action,  Advance Equity and Livability 
in all Communities - Engagement, Equity, Innovation, 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 First, Cultivate 
Excellence, Enhance and Connect the Multimodal Transportation Network, Strengthen Stewardship and Drive Efficiency, Lead Climate 
Action,  Advance Equity and Livability in all Communities - Engagement, Equity, Innovation, Integrity, Pride)

● 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 First, Cultivate Excellence, Enhance and Connect the 
Multimodal Transportation Network, Strengthen Stewardship and Drive Efficiency, Lead Climate Action,  Advance Equity and Livability 
in all Communities - Engagement, Equity, Innovation, Integrity, 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. (Safety First, Cultivate 
Excellence, Enhance and Connect the Multimodal Transportation Network, Strengthen Stewardship and Drive Efficiency, Lead Climate 
Action,  Advance Equity and Livability in all Communities - Engagement, Equity, Innovation, Integrity, Pride)



STATE OF CALIFORNIA • DEPARTMENT OF TRANSPORTATION

POSITION DUTY STATEMENT
PM-0924 (REV 01/2022)

ADA Notice For individuals with sensory disabilities, this document is available in alternate formats. For alternate format information, contact the Forms 
Management Unit at (279) 234-2284, TTY 711, or write to Records and Forms Management, 1120 N Street, MS-89, Sacramento, CA 95814.

● 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 First, Cultivate Excellence, Enhance 
and Connect the Multimodal Transportation Network, Strengthen Stewardship and Drive Efficiency, Lead Climate Action,  Advance 
Equity and Livability in all Communities - Engagement, Equity, Innovation, Integrity, Pride)

● 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 First, Cultivate Excellence, Enhance and Connect the 
Multimodal Transportation Network, Strengthen Stewardship and Drive Efficiency, Lead Climate Action,  Advance Equity and Livability 
in all Communities - Engagement, Equity, Innovation, Integrity, Pride)

TYPICAL DUTIES: 
  
Percentage 
Essential (E)/Marginal (M)1 

Job Description

Support implementation of the Caltrans System Investment Strategy (CSIS) by applying CAPTI-aligned 
criteria, transportation performance measures, and analytical tools to evaluate, score, and prioritize 
projects for state and federal discretionary funding opportunities. Provide technical assistance on project 
nominations and collaborate with OSIP Program Managers, DOTP functional units, Caltrans Districts, the 
Division of Data and Digital Services, the Director's Office, the Division of Rail, and the SB 1 Program to 
advance transportation investments that improve safety, equity, accessibility, multimodal mobility, 
environmental sustainability, air quality, and system reliability.

30% E

Serve as OSIP's liaison for state and federal discretionary funding programs by providing guidance and 
technical assistance to Headquarters programs, Caltrans Districts, and external partners regarding grant 
requirements, eligibility, and application development. Coordinate the Director's Office red folder process 
for funding applications and related documents requiring executive review and signature, ensuring timely 
processing, compliance with established procedures, and high-quality submission materials, including 
letters of support and issue memoranda.

25% E

Develop, implement, and maintain tools, guidance documents, and internal procedures that support 
discretionary grant program administration, project nomination activities, and implementation of Caltrans 
System Investment Strategy (CSIS) priorities. Prepare and update forms, fact sheets, prioritization 
methodologies, application templates, and other program resources. Monitor and interpret U.S. 
Department of Transportation Notices of Funding Opportunity (NOFOs), California Transportation 
Commission program guidelines, and Caltrans policies to ensure program materials remain current and 
effective.

15% E

Maintain and enhance OSIP's internet and intranet sites to ensure timely and accurate dissemination of 
discretionary funding information, resources, and guidance. Manage and update the Discretionary Grant 
Program Quick Reference SmartSheet, serve as editor of the Grant Toolbox, and administer Constant 
Contact outreach campaigns to support communication, stakeholder engagement, and information 
sharing.

15%

Represent OSIP on technical review panels, project selection committees, and interdisciplinary 
workgroups. Provide subject matter expertise on discretionary funding programs and project evaluation 
criteria, analyze and summarize committee findings, and formulate recommendations to support 
management decision-making regarding project funding opportunities and transportation investment 
priorities.

10% M

Perform other job-related duties within the scope of the classification as assigned.5%

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.

SUPERVISION OR GUIDANCE EXERCISED OVER OTHERS
This position does not supervise other employees but may serve in a lead capacity, directing activities of other staff for some 
assignments.

KNOWLEDGE, ABILITIES, AND ANALYTICAL REQUIREMENTS
Knowledge of all phases of the transportation planning process and basic knowledge of Federal and State laws and regulations 
related to transportation planning and programming. Basic knowledge of Department guidelines and manuals, which provide the 
basis for carrying out planning activities and for programming and funding of improvements. Knowledge of the State/
Department’s contracting practices and quality concepts. Knowledge of data analysis methods and techniques. Knowledge of 



STATE OF CALIFORNIA • DEPARTMENT OF TRANSPORTATION

POSITION DUTY STATEMENT
PM-0924 (REV 01/2022)

ADA Notice For individuals with sensory disabilities, this document is available in alternate formats. For alternate format information, contact the Forms 
Management Unit at (279) 234-2284, TTY 711, or write to Records and Forms Management, 1120 N Street, MS-89, Sacramento, CA 95814.

engagement and outreach methods and techniques. Understanding of planning practices and principles.  Knowledge of planning 
laws and the intergovernmental framework for planning. Knowledge of the historical, current, and likely future influences shaping 
cities and regions, including design, land use, environmental, social, economic, financial, legal, and institutional dimensions. 
Understanding of the concepts of completed staff work and ability to deliver completed staff work. Knowledge of those physical, 
social, and political factors, including economic, environmental and fiscal issues, which may affect or be affected by Departmental 
policies and programs. Ability to complete staff work in a professional, timely manner that meets quality and quantity 
requirements for Associate-level work. Ability to create and maintain positive working relationships, and build consensus with 
internal and external contacts. 
Ability to analyze issues, identify solution alternatives, determine potential impacts, and recommend course(s) of action. Ability to 
prepare and present reports and analyses using word processing, spreadsheet, and presentation software. 
 
The incumbent will work closely with internal and external partners. Ability to perform technical analyses, identify issues and 
suggest recommendations to address issues and must be able to complete assignments on time and accurately.

RESPONSIBILITY FOR DECISIONS AND CONSEQUENCES OF ERROR
Decisions made by this position could impact Caltrans' policies and its programs. Failure to consider the political sensitivity or to 
fully evaluate the fiscal, economic, social and environmental impacts or technological constraints on Caltrans programs could 
result in delays in program delivery and subsequent losses of funding. Failure to complete analyses according to project scope 
and schedule could result in project or program delays and decreased credibility with the Legislature, and/or other agencies or 
customers.

PUBLIC AND INTERNAL CONTACTS
Considerable internal and external contact is required of this position, including occasional public presentations and working with 
elected officials. 

PHYSICAL, MENTAL, AND EMOTIONAL REQUIREMENTS
Employees may be required to sit for long periods of time using a keyboard and video display terminal.  

WORK ENVIRONMENT
The incumbent works in front of a dual-monitor computer system under artificial light in an office setting with long periods of 
working in a sitting or standing position. 
 
This position may be eligible for telework. The amount of telework is at the discretion of the Department and based on Caltrans 
current telework policy. While Caltrans supports telework, in-person attendance may be required based on operational needs. 
Employees are expected to be able to report to their worksite with minimal notification if an urgent need arises. The selected 
candidate may be required to conduct business travel on behalf of the Department or commute to the headquartered location. 
Business travel reimbursements considers an employee’s designated Headquarters 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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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.

EMPLOYEE (Print)

SUPERVISOR (Print)

SUPERVISOR (Signature) DATE

{{Sig2_es_:signer2:signature                                              }} {{Dte2_es_:signer2::date:format(mm/dd/yyyy}}

EMPLOYEE (Signature) DATE

{{Sig1_es_:signer1:signature                                              }} {{Dte1_es_:signer1:date:format(mm/dd/yyyy}}


