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   Class Specification 
   for the Class: 
 
   HIGHWAYS ADMINISTRATOR 
 
 
Duties Summary: 
 
 Administers the planning, engineering, operations, 
maintenance and construction of all State highways and related 
facilities and properties under the jurisdiction of the Department 
of Transportation; and performs other related duties as assigned. 
 
Distinguishing Characteristics: 
 
 This class involves the overall administration of the 
management, operation, construction and maintenance of all State 
highways and related facilities and properties under the 
jurisdiction of the Department of Transportation's Highways 
Division.  Overall policies, procedures, rules and regulations are 
developed and implemented for efficient and uniform operations and 
appropriate controls and coordination are maintained. 
 
 The position in this class is under general administrative 
direction and is responsible for all administrative and technical 
aspects of the division's work.  The administration of the 
division's functions and activities is accomplished through 
district and branch managers, specialized staff services and the 
use of complex procedures and organizational management 
techniques. 
 
Example of Duties: 
 
 Develops and executes operational policies and procedures to 
assure efficiency within the division; directs the financial 
management, personnel, property management and methods, standards 
and evaluation functions; directs the development of highways 
capital improvement plans; develops and directs major long-range 
highway planning and research studies; develops and reviews 
operational and capital improvements program budgets; develops 
necessary legislation to advance the interest of the State in the 
field of highway transportation; interprets divisional policies 
and procedures and advises and directs the heads of the various 
branches and districts on administrative, management and technical 
matters; maintains public contact and liaison with Federal, State 
and County agencies on matters relating to Highways Division's 
activities. 
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Knowledge and Abilities Required: 
 
 Knowledge of:  Principles and practices of engineering, 
including engineering theory and precedent application and 
technological advances as they relate to highway planning, design, 
construction, maintenance and safety; purposes, organization, 
policies and procedures of a highways division; Federal and State 
laws, rules and regulations pertaining to highway operation and 
development; principles and practices of administration; 
governmental organization and functions; public relations. 
 
 Ability to:  Plan, organize, direct and coordinate the 
operations of the State Highways Division; maintain effective 
relationships with legislators and other public officials, 
subordinates, administrators and the general public; represent the 
division at top echelon conferences and discussions involving 
leaders of government, industry, educational institutions and the 
public; prepare clear and concise reports and other materials; 
speak effectively in public. 
 
---------------------------------------------------------------- 
 
 This is the first specification for the new class HIGHWAY 
ADMINISTRATOR. 
 
 
Effective Date:    8/1/86  
 
 
 
DATE APPROVED: 10/8/89  /s/  Alfred C. Lardizabal 
   ALFRED C. LARDIZABAL 

Department of Personnel Services 
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