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Classification Specification
	

	
	7330200

	
	INFORMATION TECHNOLOGY PROJECT ADMINISTRATOR – SENIOR 



Class Summary
The responsibilities of this classification include developing and collecting research materials, interpreting and summarizing technical information from multiple sources, preparing complex technical project documentation and status reports, and preparing business plans, project plans, and cost/benefit analysis in support of more than one senior level IT Project Manager on a regular basis.  This classification requires a significant level of technical project management knowledge and expertise and working knowledge of many County agencies and technologies and their business issues.  

Distinguishing Characteristics

This is the second in a two-level IT Project Administrator classification series.  This classification is distinguished from the IT Project Administrator-Journey in that Journey IT Project Administrators provide technical and administrative IT project support primarily within a department or division.  Senior IT Project Administrators support more than one IT Project Manager working on very large projects that are highly visible and politically sensitive.  

The IT Project Administrator series is distinguished from the Project/Program Manager and Administrator series in that the work performed by IT Project Administrators is primarily in support of information technology projects. 

Examples of Duties (May vary by position)

1. Provide high-level administrative/technical project support to more than one IT Project Manager on a regular basis.
2. Develop web content and maintain web pages for multiple projects. 

3. Develop and collect research materials, interpret and summarize technical information from many sources for general use.

4. Prepare technical project documentation and status reports.

5. Interact regularly with elected officials and department directors; act as liaison between technical and management staff and between various organizational levels.

6. May coordinate agency participation in County-wide information systems projects.

7. Provide project management software troubleshooting.

8. Develop and maintain electronic and hard copy document management systems.

9. Prepare business plans, project plans, memos, reports, workflow analysis, redesign and cost/benefit analysis. 

10. May work on special projects.

11. May be responsible for project deliverables.

12. May serve as project spokesperson.
13. May provide direction to project staff or lead a group of same or subordinate level staff; act as a resource for direction, training and guidance for less experienced staff.
14. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Basic knowledge of information systems, including analysis, design, development, implementation, maintenance, documentation and training procedures and practices 

Basic knowledge of the types of technologies used in the County 

Knowledge of technology planning 

Advanced knowledge of project management principles, methods and change management process

Advanced time-management and organizational skills

Analytical and problem solving skills

Written and oral communication skills 

Advanced Web publishing skills 

Advanced skill in tracking and maintaining plans and issues and actions logs

Skill in working on highly visible and politically sensitive projects 

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 working with multiple stakeholders with potentially conflicting interests

Licensing, Certification and Other Requirements

Some certifications, however, may be 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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