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Classification Specification
	

	
	2502400

	
	SPECIAL PROJECTS MANAGER IV



Class Summary

The responsibilities of this classification include assuming management of projects or programs receiving substantial or potential public and/or media attention, taking immediate action to enhance program expansion or to lessen problem area impacts, and making recommendations and implementing plans for long range program operations and/or improvements/solutions.  Incumbents manage projects/programs that have significant impact to the community and may require multi-agency involvement to achieve overall objectives. 
Note:  The Human Resource Division (HRD) Director or designee must review and approve the body of work to be performed before an applicant can be hired into this classification.  After initial hire, the job duties will be re-reviewed every six months by HRD in order to determine the appropriateness of continued employment in the title.
Distinguishing Characteristics

A Special Projects Manager IV manages projects and/or programs receiving considerable community interest and media exposure due to program establishment or issue laden programs which have resulted in a demand for a critical problem solving intervention. Alternatively, an incumbent may be assigned to expanding or establishing a new or revised program receiving significant public attention. When addressing programs or projects associated with high problem resolution demands, the incumbent may be required to deal with personnel, financial, operational and/or facilities issues. When appointed for program establishment/expansion, incumbents would be faced with similar issues but from a program creation perspective. Both circumstances require considerable public and media interaction, interagency coordination and effective/responsive communications management.  

Work within this classification is particularly subject to the understandable and potentially substantial scrutiny of elected officials, citizens, community and special interest groups and the media, etc.  Projects/programs will have multiple diverse stakeholders with differing and potentially conflicting desired outcomes. 

Examples of Duties (May vary by position) 

1. Determine scope and issues, ensuring project/program is aligned with County strategies, initiatives and business needs/values.  Set priorities.  Monitor and document progress. 
2. Develop short-term plans to establish service or to mitigate major issues and develop timelines for implementation.  Draft long-range plans to ensure the program remains in compliance with all relevant State, Federal, local and King County requirements and regulations.
3. Develop and maintain risk mitigation plans; coordinate risk identification, quantification and response development and control.
4. Manage and control day-to-day activities, issues, risks, quality and budget.  
5. Establish measures of success, acceptance criteria, and methods to track, control and report status; determine financial and performance indicators and use evaluation of findings to redirect the project/program.
6. Supervise and lead assigned staff directly or through both direct and matrix structures.

7. Prepare and give presentations to internal and external audiences on progress, current status and responses to identified issues.
8. Maintain open, continuous communication with the media, citizen groups, and other interested parties to mitigate further negative exposure and report progress.
9. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Advanced knowledge of strategic planning principles and practices; advanced analytical and conceptual skills

Advanced knowledge and skill in managing highly visible and politically sensitive projects; skill in organizing, planning and execution and preparing detailed and appropriate documentation

Advanced knowledge of current project management principles, methodologies and processes

Knowledge and skill in managing projects for a large organization with diverse business operations, strategic information requirements and priorities 

Advanced skill in effectively communicating orally and in writing, including making formal presentations to groups and committees, influencing decision-makers in a political environment, and working with the media and the public
Skill in gathering, analyzing and synthesizing data; skill in effective paper and report writing; skill in effectively presenting statistical and narrative information to non-technical stakeholders or audiences

Skill in problem-solving, conflict resolution, negotiating and decision making

Skill in handling multiple competing priorities 

Skill in supervising and leading multi-discipline work teams; skill in working with a variety of individuals from diverse backgrounds
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.
	FLSA Designation
	Exempt  (Administrative)

	Levels within same series
	None
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	Created 6/2008
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