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IT PROJECT SPECIALIST  

  

General Statement of Duties and Responsibilities  

  

This class of positions encompasses professional responsibilities unique to the assessment 

and implementation of complex information technology initiatives which require 

specialized expertise and experience beyond what is expected of a generalist in any given 

area.  With varying levels of difficulty and with high degrees of latitude for independent 

action. All personnel perform complex information technology project work that delivers 

usable software systems and technology solutions for business needs.    

  

In addition to using traditional project methodologies and best practices throughout all 

phases of the IT project lifecycle, where appropriate, an IT Project Specialist applies their 

experience with specific and/or emerging technologies and non-standard IT projects to 

identify patterns and make recommendations on approach, methodologies and policies.  

All personnel must have a specialization in a technology, platform, methodology and/or 

domain that distinguishes them and their contributions to the strategic development of a 

unit or program.  May supervise project staff or a unit of project managers, business 

analysts, designers or testers.  

  

Examples of Typical Tasks     

  

Recommends and manages the application of a specific methodology or technology on IT 

projects or advocates for exceptions to established practices in order to account for 

complexities and achieve project objectives.  

  

Uses specialized business domain knowledge to define requirements based on an 

understanding of the customer’s business needs and objectives.  

 

Effectively articulates project nuances and complexities to City executives, Agency 

Heads, Assistant Agency Heads, City business partners, and other stakeholders while 

being responsive and sensitive to underlying politics.  
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Examples of Typical Tasks   (continued)  

  

Leads teams in the execution of iterative workflows and the use of collaboration tools that 

focus on speed to market, return on investment and delivery of business value.  

 

Manages a program or portfolio of projects and/or processes in order to ensure strategic 

alignment with the organization, streamline dependencies, track total cost of ownership 

and report on metrics.  

  

Drives improvement initiatives using creative collaboration techniques, emerging 

methodologies and automation tools.  

  

Oversees, plans, manages and coordinates complex information technology projects from 

initiation to completion, including defining project scope, creating/updating project plans 

and work breakdown structures, scheduling project deliverables, goals and milestones, 

identifying and managing IT project risks, determining resource needs, obtaining signoff 

on project deliverables, etc.    

  

Provides day-to-day oversight and leadership of multidisciplinary project teams 

including teams working on IT integration projects and consultants. Coordinates, tracks, 

and reports on project tasks and progress to management, stakeholders and relevant 

teams.  Supports project deliverable readiness for service operations.  

  

Develops IT project budgets and funding requests. Prepares statements of work and other 

procurement documents needed for projects using services provided by vendors.  

Develops IT vendor requests for proposal (RFPs) and participate in vendor solicitations, 

selections and negotiations.  Oversees and tracks IT vendor and consultant contracts and 

budgets. May review vendor financial documentation such as timesheets, invoices and 

audit forms.  

  

Elicits, documents and analyzes business requirements on information technology 

projects in order to recommend business and information technology solutions. Assesses 

business problems and process gaps; identifies opportunities for new requirements.   
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Examples of Typical Tasks   (continued)  

 

Creates functional deliverables such as business scenarios, as-is/to-be flow diagrams, use 

cases, functional designs, screen mock-ups, etc.  Facilitates user acceptance testing.  

 

Creates interaction models and interface designs for IT projects based on established 

standards, business and technical requirements and input from functional team 

members. Participates in human-centered design activities, user research, software 

prototyping and usability testing.  

  

Ensures that software products and solutions are appropriately tested to meet functional 

(usability) and technical (performance) requirements.  Creates test cases, test scripts and 

defect reports. Execute test scripts and document progress and results.  Collaborates with 

business analysts to understand business requirements. Collaborates with technical 

teams to understand application capabilities, environment set up and defect fixes.  

  

Researches and identifies emerging technologies; coordinate demonstrations and proof 

of concept initiatives.  Liaises with vendors, as necessary.  

Qualification Requirements  

1. A baccalaureate degree from an accredited college in computer science, 

engineering, human computer interaction, interactive media, digital and graphics 

design, data visualization, communication or a related field, and four years of 

satisfactory full-time experience related to the area(s) required by the particular 

position and a specialization in a relevant technology, process, methodology 

and/or domain; or,   

  

2. An associate degree from an accredited college in computer science, engineering, 

human computer interaction, interactive media, digital and graphics design, data 

visualization, communication or a related field, and six years of satisfactory 

fulltime experience related to the area(s) required by the particular position and a 

specialization in a relevant technology, process, methodology and/or domain; or,  
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Qualification Requirements  (continued) 

3. A baccalaureate degree from an accredited college, and eight years of satisfactory 

full-time experience related to the area(s) required by the particular position and  

a specialization in a relevant technology, process, methodology and/or domain; 

or,  

  

4. Education and/or experience which is equivalent to "1", "2" or "3" above.   

  

  

Direct Lines of Promotion  

None:    This class of positions is classified in the Non-Competitive Class.  


