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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

POSITION CLASSIFICATION - 9651
November 2000

POSITION TITLE:
Project Leader

REPORTS TO:
Various classified or certificated administrators

Objective: To coordinate, as directed, the implementation of computer based applications into departmental operations, including financial reporting, HR/Payroll, student information, time and attendance, and others. To lead special projects which augment the implementation of new applications or significant upgrades.  To coordinate project activities including needs assessments, feasibility studies, cost/benefit analysis, project scheduling and planning, project budgeting, resource allocation and coordination, and program reporting.

Essential Functions:

1. Coordinates the implementation of designated computer based applications into departmental operations, including financial reporting, HR/Payroll, student information, time and attendance, and others.

2. Leads special projects that augment the implementation of new applications or significant upgrades.

3. Coordinates project activities, including needs assessments, feasibility studies, cost/benefit analysis, project scheduling and planning, project budgeting, resource allocation and coordination, and program reporting.

4. Develops user skills, knowledge and abilities to insure productive use of the application.

5. Acts promptly to resolve problems, issues and requests from application users.

6. Coordinates the implementation of application releases, upgrades and fixes, as directed.

7. Analyzes and designs enhancements to packages systems, including feasibility and needs analysis, detailed design and developing project plans and schedules.

8. Reviews and evaluates the performance of existing data processing systems and procedures.

9. Developing programming standards and operational procedures for current and future systems through consensus of users, as directed.

10. Solves technical, scheduling and coordination problems through consensus with programmers, database analysts, computer operations personnel, and with users.

11. Prepares detailed program specifications and assigns and coordinates programming activity to assure work is completed according to the project plan and schedule. Develops test plans and procedures to assure the programming changes meet specifications. Develops implementation or roll-out plans for programming changes.

12. Remains abreast of development in the fields of education, business and data processing that may have application within the District.
13. Maintains both the integrity and confidentiality of all data, research and analysis, as directed.

14. Takes initiative to investigate and recommend the piloting of new technologies.  Produces original recommendations, which include the purchase of new technology, to supplement the scope of technology adopted by the District.

15. Performs other related duties, including special projects, as required or requested.
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Education/Experience: Bachelor’s Degree in Management Information Systems, computer science or equivalent. Three (3) or more years of related experience is required.  Demonstrated working knowledge of software installation projects involving 4GL, client/server, financial, accounting, payroll and human resources information systems.  Demonstrated hands-on experience leading the installation and implementation of large database systems is required. Demonstrated working knowledge of project management methodology and implementation techniques.  Demonstrated hands-on experience leading and coordinating the work of project team, programming team and user groups.  Demonstrated experience communicate effectively in written and oral form, including preparing technical reports and conducting presentations, workshops (in services), seminars and a demonstrated current knowledge of a variety of computer hardware, software, operating systems and emerging technologies.

Licensure/Qualifying Standards: Computer industry certification in various proprietary networking systems, or equivalent, may be required.  Must have a current and valid State of Colorado driver’s license.
Performance: Demonstrated experience performing in compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave and vacation use, and other scheduled or unscheduled absences); dress code; customer/member services; safety; security, disaster and other policies procedures and practices.  Demonstrated effective and diplomatic oral and written communication. 

Physical/Environmental Characteristics: Essential duties are routinely performed in a variety of locations, including: general office, classroom, media centers, community center and related work environments. Travel is required.  Essential duties regularly require sitting at a work station/desk plus movement while completing paperwork or using computers, printers, scanners, digital and video cameras, televisions, calculators, copiers, fax machines and other business office machines and equipment.  Essential duties may involve: occasional kneeling, squatting, crouching, stooping, crawling, standing, bending, climbing, and lifting to stack, store or retrieve supplies or various computer and office equipment, as directed.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required. 

