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2 ] College Intern SEE TABLE OF ORGANIZATION
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NORMAL WORKING HOURS (Explain unusual or rotating shift):
FROM: 8:00a.m. TO: 5:00 p.m. (Schedule is flexible depending on intern’s school schedule.)

JOB DESCRIPTION AND WORKER CHARACTERISTICS

% Job Duties in Order of Importance Knowledge, Skills & Abilities
100 | Under direction of the manager of Project Success Center, sup- | Knowledge of (1) business admin-
ports the Office of Information Technology Project Success istration concepts; (2) human rela-
Center (PSC) staff and business processes by: tracking use of | tions; (3) project management life
contract resources against planned time and expense; produc- | cycle methodologies™; (4) computer
ing consolidated status reports; administering and providing hardware & software*; (5) time
support for project management tools (such as MS SharePoint | management; (6) budgeting®; (7)
and AtTask); producing meeting agendas and minutes and office automation sofiware (e.g., MS
tracking completion of action items; escalating issues and risks | Office suite); (8) contract manage-
to PSC management; scheduling meetings; assisting project . ment processes & practices®; (9)
w g managers with projects and other duties as assigned. state procurement processes®;
= = Skill in (10) operation of personal
o computer & associated hardware &
no: <] soft-ware; (11) use of project plan-
52 ning software {e.g., MS Project, At-
8 Task)™;
Ability to (12) manage multiple de-
mands or tasks on projects; (13)
apply principles to sclve practical,
everyday problems; (14) handie in-
quiries from & contacts with officials
& general public.
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@ Major Area of Study: Business
o Administration, Computer Science,
2g Position is unclassified per Section 124.11(A)(12) of Ohio Revised Code. Project Management
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