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CLASSIFICATION DESCRIPTION

Classification Title: I.T. Project Leader                          

Job Code:  


FLSA Status: Exempt




               Service Type: Classified
Pay Grade: 
4.1






Date : 6-5-2008
_____________________________________________________________________________________________
Primary Focus: This is a professional level position that will guide, coordinate, and lead diverse, cross functional teams of professional, managerial, and technical staff from various Work Units in addressing a wide variety of technology issues and projects. This position is responsible for defining the project objectives, overseeing quality control, and providing problem resolution throughout the project. 

Incumbent must model the following established core values:  Integrity, Respect, Communication, Teamwork, Accountability, Positive Attitude, and Dedication to Service.

Given the nature of this classification’s duties/responsibilities, it has been designated as Exempt under the governing Fair Labor Standards Act regulations and, therefore, is not entitled to formal overtime compensation and/or formal compensatory time.
Essential Functions: 
Provides proactive leadership, assistance and guidance to identify opportunities to improve operations or project through the use of technology, and develops contingency plans in case of crisis.
Tests new software and hardware related to projects and makes recommendations on current and future network enhancements.

Defines project scopes, goals and timelines and updates and maintains reports reflecting the status of all pending projects; monitors progress towards completion and provides regular updates to top management.

Leads and participates in citywide technological and/or Informational Technology department efforts.

Represents the City with a variety of hardware and software companies 

Coaches, mentors and supervises project team members, vendors and consultants throughout project.

Supervises and evaluates the performance of Software Application Specialist; develops and facilitates the achievement of performance objectives and career development. 

Core Competencies: 

Customer Focus: Is dedicated to meeting the expectations and requirements of internal and external customers; gets first-hand customer information and uses it for improvements in products and services, acts with customers in mind; establishes and maintains effective relationships with customers and gains their trust and respect. 
Informing: Provides the information people need to know to do their jobs and to feel good about being a member of the team, unit, and/or the organization; provides individuals information so that they can make accurate decisions; is timely with information. 
Listening; Practices attentive and active listening; has the patience to hear people out; can accurately restate the opinions of others even when he/she disagrees.

Interpersonal Savvy: Relates well to all kinds of people-up, down, and sideways, inside and outside the organization; builds appropriate rapport; builds constructive and effective relationships; uses diplomacy and tact; can diffuse even high-tension situations comfortably.

Building Effective Teams: Blends people into teams when needed; creates strong morale and spirit in his/her team; shares wins and successes; fosters open dialogue; lets people finish and be responsible for their work; defines success in terms of the whole team; creates a feeling of belonging in the team. 

Process Management: Good at figuring out the processes to get things done; knows how to organize people and activities; understands how to separate and combine tasks into efficient work flow; knows what to measure and how to measure it; can see opportunities for synergy and integration where others can’t; can simplify complex processes; gets more out of fewer resources. 

Motivating Others: Creates a climate in which people want to do their best; can motivate many kinds of direct reports and team or project members; can assess each person’s hot button and use it to get the best out of him/her; pushes tasks and decisions down; empowers others; invites input from each person and shares ownership and visibility; makes each individual feel his/her work is important; is someone people like working for and with. 

Organizing: Can marshal resources (people, funding, material, and support) to get things done; can orchestrate multiple activities at once to accomplish a goal; uses resources effectively and efficiently; arranges information and files in a useful manner. 

Planning:
Accurately scopes out length and difficulty of tasks and projects; sets objectives and goals; breaks down work into process steps; develops schedules and task/people assignments; anticipates and adjusts for problems and roadblocks; measures performance against goals; evaluates results. 

Decision Quality: Makes good decisions (without considering how much time it takes)based upon a mixture of analysis, wisdom, experience, and judgment; most of his/her solutions and suggestions turn out to be correct and accurate when judged over time; sought out by others for advice and solutions. 

Minimum Qualifications:

Bachelor’s Degree in Information Systems or other related field and extensive technical supervisory information systems experience in a team environment, including some networking and some AS/400 experience, or any equivalent combination of education and experience. Master’s Degree in Information Systems or other related field desirable.

Extensive knowledge of Project Management principals, methodologies, and tools.  

Thorough knowledge of computer systems, software design/configuration fundamentals, databases and report writing. 

Ability to prepare written instructions and procedures concerning proper uses of the system and equipment.

Ability to comprehend and interpret complex technical data and manuals.









