
DEPARTMENT OF STATE CIVIL
SERVICE
P.O. BOX 94111-CAPITOL STATION 
BATON ROUGE, LA 70804-9444

POSITION DESCRIPTION APPROVAL 
Form Est: 03/2015

Department: 0700 - DOTD

Agency: 0273 - DOTD-Administration

Position Number: 50395006

 

Allocation Action: Affirmed

Official Allocation: PUB INFO DIR 1

Job Code: 164850

Pay Level: AS-618

Delegated: No

Career Progression Group: No

Master Job Description: No

Effective Date: 05/14/2019

Position Audited: No

Audit Date:

Comments:
Per agency, Major Agency Code should be 0273.
 

 

Log Number: 157540

Consultant: KTM

Supervisor: SAH
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I 1 JQB ll>WmLES �ND RESPONSIBfl!lllilES 
Prollfde a brief s:!alement de-scribi'.lg the function ofwod: or reason why !he position exists. Ust duties mdicating the ��nt of time spent for each a,ea of 

responsibility. tf applka.ble, describe a11y unusual physical demands ar1d/or imavoidable hazards of the po-sitiol'l. Attach additfoooG pages: ifi necessary. 

If duty(s) are short-term/ temporary and nonreaming, note begiMing and ending dates and percent of time. required! to perform the dutv(st. Begir:, the w1it1<1.g of 

your short-term duty statement(s} as foll'ows:: (SHORT-TERM - begiru,cng and ending dates) 

Exampre: I SHORT-TERM -1/1/99 thnr 1/31/9911 count ___ _ 

PERCENTAGES MUST TOTAl 100% UST DUTIES rN DECRfASING O!lDER OF IMPORTANCE./ COMPLEXfiY. THE NEED FOR SPEOAl LICENSE, E'OUCE COMMISSION, 

KNOWLEDGE OR TR.AINlNG MUST BE INO'.CATEO BELOW. £F AP?lICA!ILE. 

35% Responsible for managing full-rime and part-time staff directly under his/her supervision 

25 % Responsible for all operations of the Customer Call Center, including training, supervision and schedt1ling of student worl<.e.rs 
and development and updating of manuals and reference materials. The CSM is also responsible for the operation of an expanded 
Customer Call Center during times of emergency. 

20 % Designs, implements, monitors and evaluates programs to give Louisiana citizens greater access to infonnation concerning 
DOTD activities, policies and plans. THE CSM uses objective, measurable criteria to monitor and evaluate the success of these 
programs and to make changes, when appropriate. The CSM is responsible for disseminating these programs to the DOTD districts 
and for assisting and training district personnel on how i-o implement, monitor and evaluate the programs on a district level. 

20 % Responsible for designing, implementing and maintaining systems by which citizens can contact DOTD for feedback concerning 
DOTO activities, policies and plans. These systems should include various methods of feedback including communications by 
telephone, mail, email, public meetings, mass media, internet site interaction, biogs, texts and or any other platfonns that can be 
utilized to reach as many people as possible. The CSM will also develop and implement a plan to gather and analyze the feedback to 
help DOTO do a better job of delivering services to its customers. 
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While in official capacity, DOTD employees must comply with applicable Louisiana and Civil
Service laws, rules, and regulations, as well as DOTD policies, procedures, manuals, and directives.
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    Organizational Chart - up to 5 levels shown for position 50329311
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