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USUAL WORKING TITLE OF POSITION
Information Technology Consultant

POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
SEE TABLE OF ORGANIZATION

POSITION NUMBER
20006631
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[ 1 Temporary
[ Intermittent

Classified Overtime: [] Eligible
] Unclassified
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Bargaining Unit 22
PR 17
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NORMAL WORKING HOURS (Explain unusual or rotating shift):
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Enterprise Information Technology Contracting (EITC) staff relating to
management of assigned 1T projects & serves as conduit for communi-
cations & understanding between project personnel who carry out du-
ties, projects and tasks and senior executives making strategic deci-
sions: assesses project & resource needs; develops & implements pro-
ject management standards, policies, guidelines & procedures; organiz-
es, directs & revicws deliverables (e.g., process guidance, white papers,
PM tools, Status Reports and Dashboards)

Serve as implementation lead over technical systems EITC uses and
manages both for EITC and in cases of co-ownership with other DAS
divisions and offices. This includes but is not limited to Omnicom,
Vendor Portal, Release & Permit, the Procurement Web Portal and the
Request Management Information System. This also requires manag-
ing and prioritizing work for project teams, technical teams and outside
contractors.

FROM: TO:
JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities
35 | Consults with & provides technical advice & direction to state agency | Knowledge of (1) IT strategic planning,

(2) all phases of project lifecycle; (3)
business administration; (4) information
technology; (5) IT project & program
management;

Skill in (6) operation of personal com-
puter & associated hardware/software
(e.g. database, spreadsheet, word pro-
cessing, graphics);

Ability to (7) lead organizational or
business process improvement; (8)
communicate effectively in writing &
verbally; (9) maintain productive, pro-
fessional business relationships; (10)
collaborate with a variety of individuals
to achieve common objectives; (11)
define problems, collect data, establish
facts & draw valid conclusions; (12)
deal with many variables & determine
specific actions (13} attain & maintain
mission sponsorship & buy-in; (14)
perform as a catalyst for positive
change & strategic growth within the
organization; (15) prepare meaningful,
concise & accurate reports to facilitate
decision making.

Knowledge of 1, 2, 5, (16} project
management standards & practices
(e.g., Project: Time, Cost, Quality, Hu-
man Resource, Integration, Procure-
ment, Communication & Risk Man-
agement).

Skill in 6.

Ability to 7, 8,9, 10, 11, 12, 15.
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Perform as an analytics section resource in areas of research and report
writing. As requested and/or on a routine basis, provide statistical data
and analysis on IT procurements, IT Spend Categories, IT Contract
Utilization, Vendor Utilization, Line of Business Utilization, System
and Technical Operations, and/or create ad hoc reporis and dashboards;
based on analyses, prepare and make presentations and recommenda-
tions to senior executives making strategic decisions.

Supervises staff (e.g., approves leave, evaluates performance, initiates
discipline, approves timesheets) & directs day-day section operations;
prepares status reports for management and other duties as assigned.

Knowledge of 2, 5, 16,
Skill in 6.
Ability te 8,9, 10,11, 12, 13, 14, 15.

Knowledge of 1, 3, 4, (17) competency
development strategies (e.g., coaching,
mentoring & consulting, training). (18)
supervisory principles & techniques.
Skill 4.

Ability to 8, 9, 10, 11, 12

JOB CODE
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