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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Special Projects Program Manager
	Job Title:
	Special Projects Program Manager
	FLSA Status:
	

	Department:
	IT Department
	Reports To:
	IT Development Director

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

Manages the IT development team.  Gathers user requirements and defines new applications and enhancements to existing applications. Performs user testing during development and prior to release.  Defines rollout plan, develops rollout materials and conducts rollout meetings and training. Provides end user support for released web applications including retraining/tutoring colleagues on application use and function.  Troubleshoots identified issues and prioritizes bug fixes.  Based upon business priorities, develops and prioritizes application slate.
Essential Duties and Responsibilities

1. Coordinates with both internal and external users to define, develop and update requirements for new and existing applications.  Documents application requirements and process flow for use by development team.  

2. Manages development of new applications including testing, user interface (UI) design refinement and team feedback.

3. Develops rollout and training materials for new applications.  This includes net meetings or in training sessions for rollout of new applications.

4. Provides maintenance and support for existing applications including:  direct end user support, testing and verification of bugs, managing bug fixes, updating training materials, retraining, identifying and defining enhancements end user customer demonstrations and end user customer training. 

5. Develops applications slate.  Works with management to prioritize.  This includes the identification of interrelationships between applications and databases.

6. Manages web application development team including goal development, personal development, performance reviews, tracking project progress.  Managerial responsibilities also include mentoring, coaching, and counseling colleagues.  Hires, trains and develops new colleagues as needed.

7. Maintains company website including identifying updates, developing content for updates and managing implementation of updates.

8. Works with user groups to develop end to end process maps, define application requirements, and new work standard procedures to support new process which can increase productivity.  Identifies mobile strategy to support this work.

9. Responsible for a variety of marketing functions including development of line cards, service flyers, Professional Services white papers, etc.

10. Performs other duties and responsibilities as requested or required.

Knowledge and Skill
· Bachelor’s degree in Computer Science or related technical field or equivalent experience

· Master’s or advanced degree preferred

· Minimum of seven years of previous  information technology or related experience

· Previous management or supervisory experience desired

· Strong leadership orientation – Actively seeks ways in which to act as a role model, guide, develop and mentor others within the department

· Ability to evaluate the technology solutions to the business needs of the organization and find the best possible tools to meet those needs

· Solid customer focus and ability to work under pressure; ability to maintain awareness of, and seek to meet the needs and wants of the customer without being prompted

· Proven track record in working collaboratively with executive stakeholders to solve business problems

· Excellent verbal, written and interpersonal communication skills

Physical Demands

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to sit; talk or hear; and use hands to handle, or touch objects or controls.  The employee is regularly required to stand and walk.  On occasion the incumbent may be required to stoop, bend or reach above the shoulders.  The employee must occasionally lift up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.

Work Environment

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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