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DBRD =RIE =16
REVISED = Decembiy — 2004

COMMONWEAL 111 OF PUERTO RICO DO NOT
DEPARTMENT OF SPORTS AND RECREATION WRITE

OFFICL OF THE DEPUTY SECRETARY FOR HUMAN RESOURCES | (N THIS
AND LABOR RELATIONS SPACE

JOB AND DUTY DESCRIPTION

1. OFFICE, COMMITTELE, OFFICE OF DEPUTY SECRETARY OR 5. FIRST SURNAME SECOND SURNAME NAME INITIAL
REGION Perez Olivares Jose M.
Southwestern Region

2. DIVISION, SECTION OR PROGRAM 6. SOCIAL SECURITY NO. | 6A. POSITION NUMBER
Transportation . 48702305

3 PLACE WHERE YOU WORK (PHYSICAL LOCATION OF POSITION) | 7. POSITION CLASSIFICATION TITLE

Mavapues, TRANSPORTATION OFFICER

4 TELEPHONE AND EXTENSION 8. FUNCTIONAL TITLE OF POSITION

787-832-3395 TRANSPORTATION OFFICER

$A. DESCRIBE IN DETAH. THE WORK YOU PERFORM IN ORDER OF IMPORTANCE. FIRST IDENTIFY AND WRITE DUTIES THAT
AREESSENTIAL. FOLLOWED BY DUTIES THAT ARE MARGINAL. THIS IS THE MOST IMPORTANT PART OF THIS FORM. USE
YOUR OWN WORDS TO DESCRIBE YOUR DUTIES IN A MANNER CLEAR ENOUGH FOR A PERSON WHO IS NOT FAMILIAR WITH
YOUR JOB TO UNDERSTAND EXACTLY WHAT IT IS THAT YOU DO. IF YOU NEED MORE SPACE TO DESCRIBE YOUR DUTHS,
ATTAUTT ADDITIONAL STHEETS.

DO NOT WRITE
DUTIES ) IN THIS SPACE

Revords and keeps contral of official vehicles coming in and out.

Inspects all vehicles under his charge to make sure they are in optimal condition.

Dioes the necessary Tor vehicles to be repaired or given maintenance to. either in the Transportation Office or

private shops. and follows up on this.

Prepares reguisitions for purchase of parts.

Keeps vehicle files and repairs up 1o date.

Askx General Services Administration to decommission vehicles when they can no longer be used.

Submits monthly gasoline. diescl and oil consumption reports for light and heavy vehicles and submits

a monthly report on the usage of the vehicles,

Fills out trallic accident forms {or the pertinent procedure,

Does the necessars for tires to be mounted on vehicles,

Coordinates and makes sure there are drivers for cars in special activities.

Prepares requisitions for motor vehicle aceessories.

Keeps administrative control of Torms and requests for vehicle registrations, materials, drivers” licenses of

transportation personnel, expiration dates, vehicle inspection seals and takes care of having these renewed.

9, CLASSIFICATION TITLE AND NAME OF IMMEDIATE SUPERVISOR - IF POSITION 18 VACANT, PLEASE STATE S0,

Edwin M. Gonzaler Acevedo, Head of Supervisors of Conservation and Mainlenance Workers.

Velazques-Caussade et

s Justacom
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T B YOU SUPEFRVISE SIX (63 EMPLOYVES OR LESS, PROVIDE THE CLASSIFICATION TITLE AND NAME OF EACH EMPLOYEE.
I YOU SUPERVISE MORFE THAN SIX (6) EMPLOYEES. PROVIDE THE NUMBER OF EMPLOYEES AND THEIR CLASSIFICATION
HITLES, IF YOU DO NOT SUPFRVISE. WRITE “NONE.

EMPLOYEE NAME POSITION CLASSIFICATION TITLE NUMBER OF EMPLOYEES

TELWHAT MACHINES DO YOU REGULARLY USE AT WORK? INDICATE PERCENTAGE OF TIME SPENT HANDLING FACH
MACHINE,

Y T
‘%) (,’/x;
ORIGINAL 1 CORY FReopy FCOrY
SARH ANDRIE-SC and R EMPEOYEE CFFICE. COMMITTEER, DEFP SFC OFF OR REGION EAMPLOYVEE PERSONNEL FILE

EXHIBIT 4

P2OINDICATE THOW YOU RECEIVE INSTRUCTIONS REGARDING YOUR WORK, MARKING THE BOX (illegibic)

I RECEIVE GENERAL INSTRUCTIONS e
I RECEIVE DETAILED INSTRUCTIONS N
FCANUSE MY OWN JUDGMENT., SUBJECT TO REVIEW R —

150 INDHCATE HOW YOUR WORK IS RFVIEWED. MARKING THE PERTINENT BOX,

REVIEW IS SUPERFICIAL

REVIEW IS THORGUGH v N
REVEIW IS LIMITED TO CERTAIN ASPECTS INDICATE WHICHE

CERTIFICATION: | DO HEREBY CERTIFY THAT THE FOREGOING ANSWERS ARE TRUE AND CORRECT

thwe Megelr 26, 091 Isigned: Jose M. Perez Olivares}
DATL EMPLOYER SIGNATURE

INFORMATION FROM IMMEIHATE SUPERVISOR
HLTHE PMPLOYEETS INFORMATION 1S TRUE AND CORRECT. WITH THE FOLLOWING EXCEPTIONS: OR ADDITIONS
(PARTICULARLY FOUUS ON NUMBERS 12 AND 13,

13 WHICH DO YOLU CONSIDER TO BE THE MOST IMPORTANT DUTIES OF THIS POSITION?

16 IS TYPING REQUIRED? LONG YESOIF YES, INDICATE PERCENTAGE OF TIME _ %

15 SHORTHAND REGUIRED? NGO YLES I YES. INDICATE PERCENTAGE OF TIME %
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- -E3TADO LIBRE ASCCIADO DE PUERTO RICO
DEPARTAMENTD DE RECREACION Y
SECRETARIA AUXIUAR DE REGURSOS HUMANOS Y
RELACIONES LABORALES

DESCRIPCION DEL PUESTO Y DEBERES

— -
Olwares o0sé M.

Re&on Sur-(}esbe .
Z 10N O

Pérez
B HUMERD OF SECURG SOGAL A NUIERG BEL P meé‘f’é
Transportacidn e 08702305
3. LUGAR DOMOE TRABAJA (UB/ # FISICA DEL PUBETO) T TITULDBEWNUEL PUESTO,
Mayaguez OFICIAL DE TRANSPORTACION
T ORG ¥ ERTGHBIDN B, TTTULG EUNCIONA, DEL PUESTRY
787.832.3385 OFICIAL DE TRANSPORTACION

8US PROPIAS PALABRAS Y HAGA

oA DETALLE 1 TRABAJ) QUE USTED REALIZA EN EL ORDEN DE IMPORTANCIA DE LOS DISTINTOS DEPERES, IDENTIFQLIE Y ESCRIBA
PRIMERD LOS QUE SON ESENCIALES v&uvso LOS QUE SON MARGINALES, £5TA ES LA PARTE MAS IMPORTANTE DEL FORMULARIO, USE

SCRIPCIONES
CON SU TRABAJO ENTIENDAN CON EXACTITUD LO QUE USTED HACE. 8 ESTE ESPACIO NO EY SUFICIENTE PARA DESCRIBIR SUS
DEBERES, ADHIERA HOJAS ADICIONALES,

ngasﬂa y Heva of aoniml e te en!rada ¥ sa&ia de vehlculos oﬁc;aiea

ES DE SUS DEBERES TAN CLARAS QUE PERBONAS ORIE NO ESTEN FAMILARRADAS

Inspacciona gque todos log vehiculos bajo su responssbiiiad estén en dptimas condiciones.

Gestona ¥ da seguimienio a la reparacion ¥ e manfenimiento de los vehiculos en Iz Oficina de

Transporis o en talleres privados.

Frepare reqUisiciones para ta compra e plezas.

Mantiene los expadientes de los vehiculos y sus reparaciones al dla.

Soliclta o 1a Administracion de Sewvicios generales decomiser fos vehizulos inservibles.

Rinde informeas mensusales de consumo de gasolina, diesal y acaite de los vahiculos ivianos

y pesados y rinde ademas un informe mensual sobre a Wilizackn de g vehicuios,

{lene formularios de accidentes de trinsito para &l tramile correspondiente.

Beastiona el montar 1as gomas de ks vehlculos,

Coordina y se asegura de jos choleres para os autos en actividades especlales.

Fregara requisiciones para accesonios de los vehiculos da motor.

[leva control adminisirative sobre formularios y peliciones de ficencias, materiales, ficenclas

de conducr det personal de transporte, fecha de expiracion, sellos de inspeccidn de los

vehiculos y realiza fas gestiones proples para su

renovacion,

T NONBRE ¥ TITULO UE GLASIFICACION DEL OB LA S (R} INMEDIATO (R}~ SEELPU A VACANTE MNO| mﬁw—

Edwin M. Gonzalez Acevedo, Jefe de Supervisores de Trabajadores de Conservacién v Mantenimionio

10, SHUSTED SUPERVISA SEIS (8) O MENDS EMPLEADOS, MENCIONE LOS NOMBRES Y 105 TITULOS DE CLASIFICAGION DE CADA UNO, SIUSTED BUPERVEA
MAS DE SEIS (6) EMPLEADDS, INDIQUE EL NUMEROQ DE EMPLI

EMPLEADOS CON 5US TITULOS OE CLASIFICACION, 51 USTED NO SUPERVISA ESCRIBA "NINGUND'.
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12 INOIQLE CORMG RECIBE USTED INTTRUCCIONES RESPERTD A 30 TRARAID, MARCANDG £1 ENCASILLADC CORRESPUMIBERTE.

i &

RECHD KSTRUCOONES GENERRLES A
REIPRO WETRUCCHNES DEVM EAIRS ST
PUEDO USAR 1 PROPYD-CRITEROS, SMETO A REASOR frm——y
53, INDIGUE COMT S REVISADO SU TRABAJD, BARCARTO £LERCASLLIDO CORNESPORDERTE.
L& BEVSIY £5 SUPERFIGIAL 3
LA REMSIN B SINUCIISA m
1A REVISION SELIMITA A ALGURDS ASSELTOY 77 mDKUE CUALES:

CERTECACKN: CERTIRICO DUE LAS BONTESTACIONES PRECEDENIES SON CENTAS Y EXACTAS
26V - 09 fong 721920, Hoiars,
FEGHA .. FRI(DAL EMPLEADO

¥
WEORPEATION DEL (OE WA} SUPERVISOR (A} IMESTETE (A

$e LA RFORIKALION BEL FUPLEANG B CIEITR Y EXACTA, CON LAS SGTIENTEY ERCSSCIONES: O ADICIGRES (DELE ATEHCION ESPEUAL AL Y 1%,

- o,

5. O ES CONSIDERA (ETHD LIS DEGERES Mak PORTARTESDE BE7E PUESTD

R

T RECEHENE AR OGRAFTAY e KO . S1LER GAST AFIRMATIVOHNDICHIE POR CIENTO DEL TENPO 5
1S5 RENUIERE ESCRITURA AAFINRY RO _ % SN OARD AFIRMATIVO INDIGUE POR SIENTO BEL TIEMPO %
% s Lo R G DEGE FORTER L& PERECNA GUE OLDPE BSTE PLESTR,
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PREFABACION ACATERITS HEQUERES M
R - a
EXPERERTIA RECDERIDA }Ceﬁé‘g?: g . ol priginal ‘

USERNA, CERTIFICACION & COUEGUSIIN \ F’MM

o
CONDTRIENIOR, RASAINADES U TAROS
FECTORES ESPRIALES
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