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Classification Specification
	

	
	7331100

	
	INFORMATION TECHNOLOGY PROJECT MANAGER I



Class Summary

The responsibilities of the Information Technology Project Manager (ITPM) I classification include overseeing and managing one or more IT projects within a department or division.  The IT projects are typically associated with a line of business or operational function with a well-defined scope and limited systems integration.  An ITPM I manages project requirements within the defined scope; leads project teams to ensure project tasks are completed on schedule and within budget; and ensures deliverables meet established quality standards and comply with the project oversight/reporting requirements of IT project governance.

Distinguishing Characteristics

This is the first level in a three-level ITPM classification series.  Incumbents manage well-defined projects involving a very limited set of technology systems with limited integration. The ITPM I assigns work to matrixed team members and provides oversight for the work/deliverables. Projects entail changes to business operations which are well defined and easily understood by most business users; and initiatives impact a limited numbers of business units, all performing an interrelated, but well defined business function.  
An ITPM I is distinguished from an ITPM II in that the ITPM II manages projects that will alter operations across multiple functions or business units and implements solutions across multiple technology platforms; manages communications during implementations, including leading end-user training;  lead project teams involving dedicated resources, overseeing quality and performance of team members, including other ITPMs leading sub-projects; and manages RFP procurement processes and vendor performance on a project.

Examples of Duties (May vary by position)

1. Create project control documents, e.g., project charter, plan, and schedule.

2. Manage and control day-to-day project activities, issues, risks, quality and budget.

3. Coordinate work of project team members assigned to tasks.

4. Establish project milestones and baselines, and report and track baselines as required by IT project oversight and governance.

5. Prioritize activities and requirements according to business needs or values.

6. Manage communications to project stakeholders.

7. Ensure project maintains compliance with all relevant State, Federal, local and King County laws and regulations.

8. Monitor and document progress of projects; maintain auditable project files.

9. Determine financial and performance indicators and use evaluation findings to redirect project/program.  Monitor financial status of project/program. 

10. Manage small technology purchases, including Requests for Information and Requests for Bids or from existing County suppliers contracts; and manage vendor performance for delivery and installation.

11. Plan and coordinate steering committee meetings, providing status and documenting decisions.

12. Report project status and condition to County CIO or designee, plus other IT oversight or governance committees as deemed necessary.

13. Meet with County CIO or designee as requested to provide project information and updates.

14. Establish metrics and measures to determine project success and acceptance.

15. Coordinate implementation of solution and launch/changes to end-user operations, as applicable.

16. Update project cost/benefit analysis and/or benefit achievement plan, based on changes to scope or plan, and report changes to IT project oversight.

17. Perform other duties as assigned
Knowledge/Skills (May vary by position)
Basic knowledge of information systems development, including analysis, design, testing, implementation, maintenance, documentation and training procedures and practices.

Knowledge of information technology project management principles, techniques, and methodologies.

Basic knowledge of agency/department business operations and priorities.

Skill in project management

Skill in analytical and conceptual thinking

Skill in planning and organizing

Skill in written and oral communications

Skill in handling multiple competing priorities

Skill in planning, organizing and executing projects

Skill in summarizing complex information

Skill in delivering presentations to diverse audiences

Skill in working with a variety of individuals from diverse backgrounds

Skill in leading multi-discipline work teams

Education and Experience Requirements

Bachelor’s degree in Information Technology or Business Administration
Minimum two years’ experience as an IT project manager
OR
Any combination of experience/education/training that provides the required knowledge, skills and abilities to perform the work

Licensing, Certification and Other Requirements
Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.
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