06-24-1988
TRAFFI C RECCRDS SUPERVI SCR, 3219

Summary of Duties : Supervises, coordinates and directs a group of
enpl oyees engaged in clerical activities related to the coordination,
mai nt enance and retention of traffic records; independently perforns
responsi ble and difficult clerical and rel ated work.

D stinguishing Features : The incunbent in this class is responsible
for exercising considerabl e i ndependent judgnent in directing,
coordinating, and review ng the work of a group of clerical enployees
engaged in a variety of activities and services directly related to

t he mai ntenance, retention, and certification of traffic records. The
i ncunbent supervises a group of enpl oyees and determ nes specific work
met hods, nakes assignnments, trains and eval uates enpl oyees, and
ensures that such work neets departnent, bureau, or agency

requi renents.

A Traffic Records Supervisor nmay performhighly specialized clerica
work and routine admnistrative duties under limted supervision. A
Traffic Records Supervisor has regular public contact supplying
information regardi ng i ntersection changes, traffic signal, sign and
mar ki ng changes and any ot her records requested. A Traffic Records
Supervi sor nust also interact with professional Transportation

Engi neers, private and Gty Attorneys while respondi ng to requests
for, or supplying docunments and i nformation

The incunbent in this class in the perfornmance of duties is required
to maintain confidentiality of records, where appropriate, and
interpret basic engineering related docunents, work orders and
channelization illustrations. Mich of the Traffic Records
Supervisor's activities involves tactfully working with both private
and Gty Attorneys, Transportation Engineers and the general public in
order to provide accurate information that nmay be used in litigation.
Additionally, in acting as the custodi an of these records, is
frequently called to testify in court in regard to the mnai ntenance and
content of a variety of traffic files.

Assignnments are often given by limted oral or witten instructions
requiring the enpl oyee to exercise considerable initiative and
judgnent in planning a course of action. Mich of the work involves
dealing with highly confidential information and materials. The work
of this enployee is reviewed for quality, quantity, and results
obtained. FErrors in work may lead to significant financial |oss,

| egal consequences, severe damage to public relations, or inefficient
utilization of personnel.

The class of Traffic Records Supervisor is distinguished fromthe
class of Senior Aerk in that the former perforns highly specialized
clerical duties involving the exercise of greater initiative, judgnent
and responsibility. Additionally, this class is distinguished from
the broad class of Principal Aerk by the specialized category of
records maintai ned, know edge of |egal and certification requirenents



of docunments and the need for the ability to interpret basic
engi neering drawi ngs of intersection and channelization studies,
traffic signal, sign maintenance and tenporary traffic contro
records.

Exanples of Duties : Plans, directs, coordinates, assigns, and reviews
the work of a group of clerical enployees; supervises, personally
perforns, or assists in the typing, preparation, processing,

mai nt enance, indexing, classifying, filing, and adm nistrati on of
various docunents such as reports, correspondence, intersection and
channel i zati on draw ngs and records, |egal case devel opnent and

acci dent records; coordinates collection of fees; receives subpoenas
for enpl oyees and handl es notification of Gty Attorney; represents

the Departnent of Transportation in court testinony, and gives
depositions to private law firns.

Interviews applicants; trains enpl oyees; nmay counsel and assi st

enpl oyees regarding their work performance and pronotability;
recomrends changes in clerical procedures; provides information to the
public, Gty enployees, private industry, nedia and public agencies on
traffic related activities; researches data and conposes
correspondence, reports and statistical summaries; coordinates work
schedul es, work assignnents; fulfills supervisory affirmative action
responsibilities as set forth in the AQty's Affirmative Action
program My prepare budget requests; nay devel op, update or mnake
recomendati ons for changes in divisional or departnental policies,
procedures or manual s; and nay be assigned to other duties for

trai ning purposes or to neet technol ogi cal changes or energencies.

Qualifications : A good know edge of nodern office practices,
standards and systens including filing, indexing, report witing and
cross referencing net hods; a good know edge of correct punctuation,
spelling and grammati cal usage; a good know edge of office nachi nes,
mcrofil mreaders, tabul ati ng machi nes, and ot her equi prent incl udi ng
thei r mai nt enance and operation; a good know edge of the principle of
supervision, training, interview ng and enpl oyee rel ations; a good
know edge of Charter provisions, ordinances, rules, regul ations,
practices and Gty Attorney opinions as they relate to the clerica
processi ng and adm ni strati on of records nmanagenent, collection of
fees, and rel ease of information; a good know edge of the |aws and
regul ations as they relate to equal enpl oynent opportunity and
affirmati ve action; a working know edge of the organizati onal
procedures, practices, |ocations, functions and services of all Gty
departnents; worki ng knowl edge of the standard procedures used in
budget preparation; a general know edge of information storage and
retrieval systens; a general know edge of the nenoranda of
understandi ng as they apply to subordi nate personnel.

The ability to learn, interpret, and apply | aws, ordi nances, policies,
regul ati ons, and procedures; the ability to plan, organize, direct,
coordinate and review the work of a group of clerical enployees; the
ability to devel op i nprovenents in working procedures and nethods; the



ability to conpose letters and reports, nmaintain records, and prepare
charts, graphs, tables; the ability to deal tactfully and effectively
with enpl oyees and the public; the ability to utilize data processing
equi prrent for the purposes of data input and the accessing of
information fromconputer based systens and technol ogy; the ability to
i ndependent |y perform conpl ex clerical work and nmake arithneti cal
conputations; the ability to gather and conpile information which may
i ncl ude researching files and contacting various agencies; the ability
toread and interpret basic intersection and channelization

engi neering drawi ngs; the ability to counsel enpl oyees on personne
matters; the ability to receive and account for fees; and initiative
in organi zing work and conpl eti ng assi gned t asks.

Two years of experience in a class at |least at the | evel of Senior
d erk which provides experience in reading and interpreting basic
engi neeri ng studi es, subpoenas and ot her document requests, public
contact and the mai ntenance of traffic related docunents and

i nformati on.

License: Awvalid California driver's |license may be required.
Physical Requirenents : Strength to performaverage lifting up to 5

pounds and occasionally over 20 pounds; good speaki ng and heari ng
ability; and good eyesight.

Persons with nedical limtations nmay, wth reasonabl e accomodati ons,
be capable of performng the duties this class. Such determnation
must be made on an individual basis in light of the person's
[imtations, the requirenments of the position, and the appointing
authority's ability to effect reasonabl e accommodati ons to the
person's limtations.

As provided in Gvil Service Commssion Rule
2.5 and Section 4.55 of the Admnistrative Code,
this specification is descriptive, explanatory
and not restrictive. It is not intended to
declare what all of the duties and responsi -
bilities of any position shall be.



