[image: ]EDITED TASK LISTING

                                                            SUPERVISING TELECOMMUNICATIONS ENGINEER

       NOTE:  Each position within this classification may be required to possess all or some of these knowledge and abilities.
	Task #
	Task
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	SUPERVISION

	1. 
	Direct and manage one or more of the activities of subordinate staff engaged in a statewide and service-wide program of the design, engineering and administration of telecommunications systems and services to produce operational telecommunications systems while ensuring compliance with State, DGS, Division’s Supervisory policies, procedures and objectives.

	2. 
	Oversee activities of staff, matrix teams, and charter teams to ensure that staff meets it’s obligations in order to achieve project and/or program goals, objectives and priorities.

	3. 
	Establish consistent performance standards and expectations throughout the program area in order to accomplish the Division’s mission, goals and objectives while ensuring compliance with State, DGS, Division’s Supervisory policies, procedures and objectives.

	4. 
	Monitor and evaluate job performance of subordinate supervisor(s), program specialist(s) and support staff in order to accomplish the Division’s mission, goals and objectives while ensuring compliance with State, DGS, Division’s Supervisory policies, procedures and objectives.

	5. 
	Provide coaching (e.g. one-on-one, group, formal training, leading by example, etc.) to staff relating to the tasks of the job to improve performance and productivity and enhance professional development.

	6. 
	Encourage and support subordinate employees in making responsible risk assessments and develop improved or innovative solutions to work-related problems and procedures.

	7. 
	Recognize the efforts and accomplishments of staff and appropriately acknowledge achievements consistent with Division’s policies, procedures and objectives in order to improve employee morale and production.

	8. 
	Prepare and communicate performance evaluations and probationary reports of subordinate supervisor(s), program specialist(s) and support staff to ensure compliance with State, DGS, Division’s Supervisory policies, procedures and objectives.

	9. 
	Communicate (e.g., staff meetings, e-mails, policy memos, etc.) department goals and priorities to staff to ensure compliance with State, DGS, Division’s Supervisory policies, procedures and objectives.

	10. 
	Review and recommend approval of disciplinary action recommended by subordinate supervisors to ensure compliance with State, DGS, Division’s Supervisory policies, procedures and objectives.

	11. 
	Review and approve employee performance evaluations and probationary reports prepared by subordinate supervisors to ensure compliance with State, DGS, Division’s Supervisory policies, procedures and objectives.

	12. 
	Act on behalf of the Chief as required such as attend meetings, represent the division, make decisions, sign documents in accordance with delegated authority, reporting urgent matters to the Executive Office and briefing the Chief upon their return to the office.

	13. 
	Promote cooperation among Divisions, DGS, control agencies, local government, client agencies and contractors in order to accomplish the Division’s mission, goals and objectives while ensuring compliance with State, DGS, Division’s policies and procedures.

	14. 
	Participate in a wide variety of HR activities (e.g. recruitment, hiring, promotions, testing, etc.) in order to comply with the Department’s Equal Employment Opportunity objectives while ensuring compliance with State, DGS, Division’s Supervisory policies, procedures and objectives.

	15. 
	Provide the business needs of the Division to Labor Relations during the negotiations of the MOU to ensure the business needs of the Division are met in an efficient manner.

	16. 
	Interpret and comply with the provisions of collective bargaining agreements (MOU) to ensure compliance in the course of supervising represented employees.

	
	PROGRAM AREA OPERATIONS

	17. 
	Develop and implement policies and procedures to provide for the effective operation of the program area to accomplish the goals and objectives of the division while ensuring compliance with FCC regulations, State, DGS, Division’s policies, procedures and objectives.

	18. 
	Establish and implement performance goals and expectations for the individual units within the program area in accordance with the goals and objectives of the Division.

	19. 
	Evaluate the level of service provided to customers/clients by the units within the program area and take appropriate action to ensure quality products and customer satisfaction while ensuring compliance with State, DGS, Division’s policies, procedures and objectives.

	20. 
	Shift priorities, staff, and resources to maximize the productivity and/or effectiveness of the units within the program area to meet the business needs of the Division and/or stakeholders.

	
	BUDGET

	21. 
	Using division reports, monitor project expenditures to ensure projects stay within approved budgetary allocations and overall expenditure is within program allotments.

	22. 
	Identify budget revisions/augmentation needs (such as position or equipment), develop BCP’s and/or enact budget provisions to ensure program requirements are funded to meet the business needs of the clients in compliance with various control agencies.

	23. 
	Assist Office Chief in developing service rates to recover costs, adjusting budgetary funds between line items and suggesting cost cutting measures to ensure fiscal solvency in compliance with DOF, State, DGS, Division policies, procedures and objectives. 

	
	PROGRAM MANAGEMENT

	24. 
	Encourage and promote opportunities for collaboration and cooperation with other program areas, offices and divisions in order to accomplish the Division’s mission, goals and objectives.

	25. 
	Represent the program area with executive management to update them on program area operations in order to accomplish the Division’s mission, goals and objectives while ensuring compliance with State, DGS, Division’s policies, procedures and objectives.

	26. 
	Review and analyze reports, memos, manuals, policies, legislative and/or regulatory requirements applicable to program area operations to determine impact on work unit/program operations and staff and make recommendations to executive management and/or make necessary adjustment to affected program area.

	27. 
	Develop solutions for daily operational problems relating to work units within the program area, procedures, business processes, and/or policies to mitigate the degree of impact to the delivery of completed work products, services, and/or deliverables.

	28. 
	Serve as the Department/Division/Program Area representative and telecommunications expert for the State to other State and local agencies, including control agencies; federal regulatory agency staff; vendors and consultants; and/or, the public to resolve or address problems or issues affecting division operations or objectives.

	29. 
	Assist in the development of the strategic plan (Program Area, Office, Division, and Department) to establish program performance objectives and measures by determining appropriate program objectives using Client Agency current and long-range telecommunication plans, in order to accomplish the Division’s mission, goals and objectives while ensuring compliance with State, DGS, Division’s policies, procedures and objectives.

	30. 
	Participate in planning strategies for meeting program goals by evaluating available resources, priorities, the budget, political and regulatory concerns, and policy in order to accomplish the Division’s mission, goals and objectives while ensuring compliance with State, DGS, Division’s policies, procedures and objectives.

	31. 
	Develop and recommend organizational structure by evaluating available resources and program requirements, and consulting with the Office Chief in order to accomplish the Division’s mission, goals and objectives while ensuring compliance with State, DGS, Division’s policies, procedures and objectives.

	32. 
	Assist State agencies in the development of current and long-range telecommunication plans to ensure a uniform and consistent delivery of communications in compliance with Government Code.

	33. 
	Oversee contract development and vendor performance to ensure a uniform and consistent delivery of communications in compliance with Government Code.
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