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Classification Specification
	

	
	2502100

	
	SPECIAL PROJECTS MANAGER I



Class Summary

The responsibilities of this classification include managing a special project or projects from initiation through final acceptance by the customer using proven project management methodology and processes. Special Project Managers assure project deliverables meet requirements, are within scope, and meet quality standards established for the project. Special Projects Managers supervise other project managers and/or project team members directly or through a matrix staff structure and are hired for the term or part of the term of the project involved.

Distinguishing Characteristics

This is the first level in a three-level Special Projects Manager Classification series. The Special Projects Manager I manages a small to medium sized project or individual aspects of a larger project.

In order to be considered a Special Project, the following project characteristics must obtain: structural elements such as executive sponsorship, clear begin/end dates, defined scope, dedicated staff and budget resources, processes for each major phase including initiation, planning, execution, controlling and closing, defined deliverables, tools to measure, assess and document risk, quality and change requests, and, upon closure, deliverables typically are handed off for daily operations, maintenance and administration. Project scope and size are measured by the dedicated resources (staffing and budget), number and type of agency involvement, levels of sensitivity and visibility, and the makeup of the stakeholders group. The most complex projects will be subject to the high scrutiny of the County Council, governing board, County citizens, the public media and have multiple diverse stakeholders with overlapping and differing desired outcomes. 

This classification is distinguished from the Special Projects Manager II in that the Special Projects Manager II manages a large scale, complex project or projects that are highly visible, politically sensitive and have significant financial impact to multiple County agencies. The project requires multiple agency integration, implementation and considerable staff and financial resources.  

This classification is distinguished from other professional classifications with project management or program management elements in that a Special Projects Manager at any level is hired for the term or part of the term of the project involved, generally with project timelines exceeding twelve months. This class series does not include work which has a wide variety of assignments with on-going responsibilities.

This classification is distinguished from the Project/Program Manager series in that special projects are expected to have begin/end dates and, upon project closure, deliverables are handed off to operations, maintenance or administration.  

This classification is distinguished from the IT Project Manager Classification series in that the IT Project Manager manages information technology projects exclusively.  

Examples of Duties (May vary by position)
1. Determine charter and scope of the project, assuring project is aligned with County/Department strategies, initiatives and business needs or values; set priorities subject to review by project sponsors; ensure project maintains compliance with all relevant State, Federal, local and King County laws and regulations. 

2. Manage and control day-to-day project activities, issues, risks, quality and budget; develop breakdown structures, schedules and budget and resource assignments; monitor and document progress of project; maintain auditable project files. 

3. Develop and maintain project risk mitigation plans; coordinate project risk identification, quantification, and response development and control.

4. 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.  

5. Prepare and/or coordinate with appropriate staff Requests for Proposals, Requests for Information, and Requests for Bids; develop, negotiate and review contracts associated with assigned project; may manage vendor relationships.

6. Supervise and lead project team members directly or through a matrix staff structure.

7. Prepare and give presentations to senior management on project schedule progress, current status and responses to identified issues and risks.
8. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Advanced specialized knowledge of project subject matter; strategic planning principles and practices; and large organization business operations

Advanced knowledge and skill in successfully managing projects using current project management principles, methodologies and processes; skill in organizing, planning and executing multiple large-scale projects from vision through implementation and preparing detailed and appropriate project documentation

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

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; 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.
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	Special Projects Manager I, II and III

	Class History
	Created
10/2002

	
	Revised
11/2003

	
	Updated
9/2006   “special project” definition, limited term of project only

	
	Updated
12/2006 Changed format and font

	
	Updated
1/2008 Changed font and format


Page 3
Special Projects Manager I
1/2008 Version

[image: image1.png]