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Nat ure of Work: Under general direction, perforns

adm ni strative work in planning, organizing, directing and
coordinating the work of one of the follow ng divisions of the
Department of Transportation: Auditing, H ghway Services, Human
Resources, Mtor Vehicles, Ofice Services, Public Transit,
System Servi ces and Procedures, or Railroad Mi ntenance

Aut hority. Performs related work as required.

Exanpl es of Work

Devel ops and adopts operational policies and procedures for

t he divi sion.

Devel ops and admi ni sters |ong range and short range pl ans

and goals for the division.

Devel ops budgets and expenditure schedul es for the division.
Coordi nates division activities with the other H ghway Depart -
ment units, other state and federal agencies and the public.
Serves as spokesperson for the division.

Oversees personnel matters, such as hiring, disciplining,

trai ning, assigning work and eval uati ng work performance

of division enpl oyees.

Wites or reviews correspondence and reports pertaining to

di vision activities.

Supervi ses and approves financial aspects of the division such
as payroll revisions, procurenment contracts, supply requisitions
and fiscal budgets.

Know edge, Skills and Abilities

Know edge of the principles and practices pertaining to the
wor k of the division assigned.

Know edge of the principles and practices of nanagenent.
Know edge of the |aws, policies, directives and regul ations
governing the Departnent of H ghways.

Know edge of the principles and practices of supervision.
Ability to plan, organize, direct and coordi nate the work of
t he di vi sion.

Ability to interact with hi ghway personnel, governnent
officials, the public and other related associates to establish
effective working rel ationshi ps.

Ability to speak publicly on matters pertaining to the

di vision or the departnent.

Ability to prepare witten reports on division operations.
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M ni mum Qual i fications

Training: Gaduation froman accredited four-year college or
university with a mgjor in the area of assignnent.
Substitution: Experience in the area of assignnment nay be
substituted on a year-for-year basis for the required training.
Experience: Six years of full-tinme or part-tine equival ent
adm ni strative or supervisory experience in the area of

assi gnnent .

Substitution: Master's Degree froman accredited four-year
coll ege or university in the area of assignnent may substitute
for one year of the required experience.

AREAS OF ASSI GNVENT

Accounting, Auditing

Busi ness Adm ni stration
Cartography, Drafting

Dat a Processing

Econom cs

Engi neeri ng

Engi neeri ng Technol ogy

Fi nance

Ceogr aphy

| ndustrial Relations, Labor Rel ations
Journal i sm Comuni cati ons
Managenent

Mat hemat i cs

Pl anni ng

Public Adm nistration
Statistics

Transportation
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