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the implementation of transportation projects.  
 
Perform an extensive range of complex duties in transit/transportation project 
implementation and analysis.  
 
Administer and negotiate contracts; evaluate effectiveness of contract services 
provided.  
 
Effectively manage the day-to-day operations of an assigned unit.  
 
Organize and prioritize work assignments.  
 
Prepare budgets and funding proposals.  
 
Develop, implement and revise administrative services, policies and procedures. 
 
Make presentations before commissions, City Councils, Board of Supervisors, 
and other public and private groups as needed.  
 
Analyze situations accurately and take effective action.  
 
Prepare clear and concise correspondence and technical reports; collect, 
organize and maintain records.  
 
Communicate effectively both verbally and in writing.  
 
Understand and follow oral and written instructions.  
 
Read, interpret and apply complex technical material.  
Establish and maintain cooperative working relationships with staff, other 
departments and agencies, the private sector, and the public. 
 

 Physical Demands and Work Environment:  

 
While performing the duties of this job, the employee is regularly required to sit; 
use the computer keyboard and mouse, use hands to finger, handle, or feel; 
reach with hands and arms; talk or hear; and taste or smell; stand, walk, and 
stoop, or crouch. Occasionally lift and/or move up to 25 pounds. Specific vision 
abilities required by this job include close vision, distance vision, color vision, 
peripheral vision, depth perception, and ability to adjust focus. While performing 
the duties of this job, the employee may occasionally be exposed to outdoor 
weather conditions, moving mechanical parts, fumes or airborne particles, toxic 
and/or caustic chemicals, and vibrations. The noise level in the work 
environment is usually moderate, but at times may be high.  
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