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Classification Specification
	

	
	7330100

	
	INFORMATION TECHNOLOGY PROJECT ADMINISTRATOR – JOURNEY 



Class Summary
The responsibilities of this classification include preparing project documentation and reports, tracking and monitoring project expenditures and purchases, updating weekly project plans, and coordinating meetings for IT Project Managers within a department or division.  Journey IT Project Administrators may manage web content of project-related materials.  This classification provides technical and administrative IT project support primarily within a department or division.  

Distinguishing Characteristics

This is the first in a two-level IT Project Administrator classification series.  This classification is distinguished from a Senior IT Project Administrator in that a Senior IT Project Administrator provides project management support for more than one IT Project Managers II or III or an IT Resource Manager.  The IT Project Administrator series is distinguished from the Project/Program Manager and Administrator series in that the work performed by an IT Project Administrator is primarily in support of information technology projects. 

Examples of Duties (May vary by position)

1. Provide administrative and technical support to IT Project Managers on one or more projects.

2. Prepare web content and maintain web pages for projects. 
3. Develop, prepare and update project tracking matrices. 

4. Prepare technical project documentation and status reports.
5. Monitor budgets and project expenditures; alert project manager(s) about potential issues related to project budget.

6. Collect research materials, interpret and summarize technical information for general use. 

7. Develop and maintain electronic and paper filing systems.

8. Assist with writing business plans, project plans, memos, reports, workflow analysis, redesign, and cost/benefit analysis. 

9. May prepare presentations, team agendas and meeting minutes.

10. Assist with purchasing processes for technology products and services.

11. May track and maintain Risk/Mitigation plans and issues and actions logs.
12. May assist multiple IT Project Managers or Senior IT Project Administrators. 

13. May serve as project spokesperson.
14. May be assigned project pieces.
15. May develop, package and publish electronic and hard copy documents.
16. Perform other duties as assigned.
Knowledge/Skills (May vary by position)
Basic knowledge of information systems and of the types of technologies used in the County 

Basic knowledge of change management process 

Analytical and problem solving skills

Project administration skills

Written and oral communication skills 

Web publishing skills 

Time management and organizational skills 

Skill in working with a variety of individuals from diverse backgrounds

Skill in working effectively within a team environment

Skill in handling multiple competing priorities 

Skill in guiding group discussions

Skill in providing constructive feedback on projects

Licensing, Certification and Other Requirements

Some certifications, however, may be considered desirable for specific positions. 
Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Exempt (Administrative)

	Levels within same series
	IT Project Administrator Journey and Senior
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