
  
 

DATE: DECEMBER 2022 
 

Transportation Program Manager 

 
POSITION OVERVIEW 
Under general supervision of the Director of the Transportation Department, assists in coordinating 
transportation project planning and delivery activities required to administer the Coachella Valley 
Transportation Program. 
 
JOB DUTIES  
The following are typical duties performed within this assignment. The duties specified below are 
representative of the nature and level of duties of this assignment and are not intended to be an inclusive 
list. The omission of specific statements of duties does not exclude them from the position if the work is 
similar and related to this position. Management reserves the right to add, modify, change, or rescind the 
work assignments of different positions. 
 
➢ Plans, organizes, implements, and controls transportation projects that may be associated with but 

not limited to Measure A, the State Transportation Improvement Program (STIP), Active 
Transportation Program (ATP), and other state and federal funding sources; ensures timely use of 
funds and adherence to program guidelines. 

➢ Serves as a project manager on transportation improvement projects, which includes providing 
oversight, analysis, and input through all phases of project development; coordinates preparation 
and compliance of project delivery schedules with consultants and project team; provides direction 
on a variety of technical issues to ensure successful completion of projects; investigates and resolves 
problems related to scope of work or cost issues; ensures that projects are completed on time and 
within budget. 

➢ Incorporates principles of risk management as part of overall management of projects and 
programs; provides timely communication of project status and issues to the Director of 
Transportation. 

➢ Tracks project expenditures, reviews invoices for accuracy and consistency with contractual 
obligations, and recommends appropriate dispersals of allocated funds. 

➢ Oversees the preparation, review, and approval of plans, specifications and estimates for 
construction contracts. 

➢ Monitors compliance with contract requirements and identifies areas of non-compliance and 
potential claims; interprets and applies contracting principles, applicable laws, regulations, and 
policies and procedures. 

➢ Oversees the development of consultant requests for proposals and qualifications for professional 
services; evaluates proposals and recommends project award; develops and reviews contract terms 
and amendments; evaluates their performance; reviews construction contract modifications and 
assists in negotiation of Contract Change Orders; prepares and monitors project budgets and 
expenditures; ensures contractor compliance with CVAG standards and specifications; processes 
state and federal invoicing and reimbursement requests. 

➢ Oversees/develops technical studies, as needed, and prepares reports and recommendations 
related to traffic, transportation, or other specialized studies. 

➢ Gathers technical data required for planning of a wide variety of engineering/transportation 
planning projects; provides technical expertise to CVAG's member agencies, the public, and 
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technical oversight to consultants; negotiates, coordinates the gathering, collecting and analyzing of 
regional data by working with city, county and tribal administrative, management, and technical 
personnel. 

➢ Conducts public meetings to monitor proposed transportation projects and gathers input from 
CVAG member agencies; assists in answering questions and providing information relating to CVAG's 
Transportation Program policies. 

➢ Provides transportation analysis and planning, including transportation networks and modeling; 
analyzes transportation/land use interactions using computer software programs; reviews and 
inputs socio-economic data; assists with policy development and implementation strategies and 
prepares and presents reports related to the administration of the Coachella Valley Transportation 
Program. 

➢ Coordinates the gathering, collection and analysis of regional data by working with city, county and 
tribal administrative, management, and technical personnel.  

➢ Prepares and presents staffs reports to CVAG Committees. 
➢ Assists with funding administration; coordinate and prepare funding reimbursement agreements; 

negotiate cooperative and license agreements with other agencies.  
➢ Performs funding/grant development and administration, including researching federal and state 

grant funding opportunities, attending grant funding workshops, and developing, submitting, and 
monitoring status of grant applications. 

➢ Performs contract administration, provides cost control, monitors project budgets and expenditures, 
evaluates invoices, and processes invoicing and reimbursement request for transportation projects. 

➢ Assists with facilitating group consensus building, intergovernmental coordination, strategic 
planning, and impact analysis through effective public speaking, and work group management and 
administration.  

➢ Prepares/Assists in the development of the Department’s work plans and annual budget. 
➢ May supervise subordinate staff, conduct evaluations, provide training where necessary. 
➢ Coordination with Caltrans Local Assistance to process required authorizations, such as, E-76, 

Finance Letter, Supplemental Agreement, etc. 
➢ Evaluates proposed legislation for impacts on specific programs and plans.  
➢ Attend conferences related to transportation to stay updated on changes to the transportation 

industry as it relates to the Coachella Valley Transportation Program. 
➢ Performs special assignments as directed by the Executive Director and the Director of the 

Transportation Department, upon request. 
 
QUALIFICATIONS 
 
Knowledge of: 
 

➢ Principles and practices of project management as applied to the design, cost estimating, 
construction, installation, and inspection of a wide variety of traffic and transportation systems. 

➢ Principles, practices, and funding sources for transportation planning programs, studies, and 
projects. 

➢ Municipal Department of Public Works processes and responsibilities. 
➢ National Environmental Policy Act (NEPA) and California Environmental Quality Act (CEQA) 

documentation requirements. 
➢ Intelligent Traffic System concepts and applications. 
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Ability to: 
 

➢ Manage large, complex, and multi-disciplinary transportation projects, programs, studies, and 
initiatives. 

➢ Manage complex transportation engineering and planning studies, investigations, and analyses, 
evaluate alternatives, make sound recommendations, and prepare effective technical reports. 

 
Minimum Qualifications 
Any combination of training and experience that would provide the required knowledge, skills, and abilities 
is qualifying. A typical way to obtain the required qualifications would be: 
 
Equivalent to a bachelor’s degree from an accredited college or university with coursework in engineering, 
planning, public or business administration, or a directly related field and five (5) years of experience in 
transportation and/or transit engineering and/or planning.   
 
Licenses and Certifications: 
 
➢ Possession of an appropriate valid driver’s license to be maintained throughout employment. 
 
  


