IT Project Manager GS-0301-12

(Enter Project Name here) PD # (Enter PD # here)
IT Project Manager, GS-0301-12 

(Enter PD # here)

INTRODUCTION

As a Project Manager for information management initiatives, incumbent is responsible for developing business cases and managing assigned projects within each project’s triple constraints of scope, schedule, and budget.  Included is scheduling, assigning work, overseeing quality control, developing and modifying project plans, documenting and resolving problems, monitoring testing, overseeing deployment, and closing out the project. Although the projects may be Bureau‑wide the incumbent can be located in any BLM organization. The incumbent provides direction to assigned project members.

Appended to this position description is an add from SCO/ITIB briefing to page doc on the project.  It’s estimated that a full-time project manager will be required until (Enter date here from business case schedule).
MAJOR DUTIES

1.
Business Case

a.
Works with proponent and sponsor to develop a business case that presents the proposal's costs and benefits to the Information Technology Investment Board (ITIB) or Assistant Director IRM. This includes directing a team of subject matter experts, technical specialists, and support staff to produce a business case in conformance with Bureau guidance.

b. Presents approved case to Systems Coordination Office (SCO) for review and presentation to ITIB. Works with the SCO to ensure compliance with Bureau guidance and processes.


c.
Presents business case and/or project plan to the appropriate decision-maker level.

2.
Project Planning and Implementation

a.
Based on the approved business case, prepares, implements, monitors, and updates the Project Plan. Coordinates with the system owner and SCO to assure consistency with the approved plan. Oversees the design, construction, testing, and implementation of the system.


b.
Identifies, obtains, and schedules needed resources and staff to meet the activities and milestones identified in the project plan. Coordinates with the SCO to ensure that actions are consistent with plan milestones and obtains approval from the system owner or ITIB, as appropriate, for change.


c.
Develops and implements, in cooperation with NIRMC, site managers, SCO personnel, and others, security, testing, implementation, training, and other plans as part of the Project Plan. Conducts project closeout actions including staff reassignment, release of space and equipment, disposition of files, and handoff of responsibilities to others.


d.
Assigns and coordinates work efforts of project team members. Requests additional manpower requirements as necessary. May serve as CORT for contractors.

3.
Direction and Coordination
a. Works with the sponsor to obtain ITIB approval of the business case/project plan.

b. Directs project staff to work with users to define functional and data requirements. Ensures that the functional and data requirements meet users needs and are consistent with the objectives and scope of the approved business case.


c.
Establishes, leads, directs, and coordinates the project team to accomplish project objectives. This includes setting goals, monitoring performance, taking corrective actions, and rewarding team members.


d.
Serves as the primary project representative/spokes person to other offices, other organizations, senior management, and other interested parties.  Responsible for negotiating issue resolutions with all stakeholders.

e. Coordinates with the Bureau's Records Administrator regarding records creation, retention, and disposition of standards and procedures applicable to the application/products.

f. Coordinate with the appropriate security specialist to ensure compliance within requirements within their purviews. 

g. May serve as a project manager, responsible for a discrete component or section of a larger project, taking direction from and reporting to a project manager at the next higher level.

h. May performs team member evaluations.  When required, works with the supervisor of record to include a performance element within each team members EPPRR. 

3.
Documentation

a.
Develops and maintains the project file and documentation as required by Bureau guidance.


b.
Develops and maintains project records to assure accessibility by both internal and external auditors.

FACTORS

1.
Knowledge Required by the Position
Level 1-7 (1250 points)
Policy and Planning

	Knowledge of and skill in applying:
	· Project management principles, methods, and practices.

· he organization’s policy and planning formulation process; 

· capital investment planning, requirement and cost benefits analysis, and similar analytical principles and methods;

· the organization’s enterprise IT goals and objectives; and IT metrics methods, concepts and infrastructure;

· the mission and programs of customer organizations affected by the products of the project;

· administrative functions, e.g., budget, contracting, procurement, etc.

	Ability to:
	· communicate with all levels of the Bureau and people of all work backgrounds and attitudes.

· manage project resources and staff effectively.

· negotiate, manage change, and provide leadership.

· prepare project documents, organize and present briefings.

	sufficient to 

· prepare capital investment plans to support the organization’s mission.
· develop business cases including establishing IT performance metrics and demonstrate total cost of ownership.
· lead the development of an enterprise IT development/implementation plan.

· evaluate the impact of changes in business needs on current policy;

· build business cases and project plans;

· identify risks and incorporate appropriate solutions within the project plan;

· manage assigned projects.


2. 
Supervisory Controls
Level 2-4, (450 points)
The Sponsor/Owner/Supervisor of this project is: (insert name of sponsor/owner here) The SCO advises as to completeness of the business case and project plans.

The incumbent is accountable for the success of the project and has wide latitude to lead, direct, and control the development, implementation, and modification of the business case and project plan. 

Within the parameters of the approved project plan, the employee is responsible for planning and organizing the project and resolving most problems that occur. Questions of policy or cross-program conflict are referred to the sponsor/owner for resolution. The employee keeps the supervisor informed of progress and of potentially controversial matters.
Completed work/recommendations are reviewed and approved by the sponsor/owner. The sponsor/owner do not usually review methods used.  

3.
Guidelines
Level 3-4, (450 points)
Guidelines include SCO publications, the Project Management Body of Knowledge, the Bureau Architecture, and direction from the sponsor/owner. However, this guidance provides little specificity regarding possible approaches to be used in planning implementation of the project and resolution of unique problems.

The incumbent must use resourcefulness and initiative to develop unique implementation plans for each phase of the project life cycle and resolve a variety of unique problems that cannot be anticipated.

4. 
Complexity
Level 4-4, (225 points)
IT projects in the Bureau first require development of a business case which defines the business problem to be solved, alternative analysis, the benefits and costs of each alternative, the work required, and schedule. Once the business case is approved by a sponsor and ITIB, a project plan is developed and implemented.  Both documents require the coordination of complex factors and influences. These range from program direction, to budget, to security, to procurement, to personnel, to quality assurance, to configuration management. 

The greater the number of stakeholders, the more complex the requirements and the higher the risk of project failure.  At this level of a project, there are few stakeholders, usually from only business function within the Bureau, very little inter-agency coordination, fairly straight forward requirements of limited risk. These types of projects normally do not require ITIB approval and oversight; but may require state/center ITIB approval. 

Developing project plans is dependent on many variables such as available funding, equipment/software delivery dates, manpower available, site modification completion dates, resolution of problems encountered, and the need to coordinate with other system change initiatives.

Project plans contain sub‑plans that discuss how specific subjects will be addressed during development, testing, and deployment. Among these are security, procurement, data, risk, training, and communication.

5. 
Scope and Effect
Level 5-4, (225 points)
The purpose of the work is to manage information technology projects which have numerous components via the development of business cases, project plans, goals, objectives, and milestones. The incumbent must identify and develop ways to resolve both technical and operational problems and develop criteria to measure the success of the project.

The work involves modifying IT plans and policies to respond to changes in the organization’s business requirements and processes or changes in legislation or regulatory requirement. Included is analyzing user requirements, system documentation, and operational conditions to determine if the system meets business and mission needs and is operating as intended. 

Work ensures the organization’s ability to effectively incorporate information technology in meeting its core business requirements. The work affects the efficiency of implementation of Bureau-wide IRM projects and the ability of the Bureau to meet its legal mandates. 

6.
Personal Contacts         &            7.    Purpose of Contacts
Level 3c, (180 points)
Contacts include all levels of management within the Bureau, with personnel from other agencies, private contractors, and the public in moderately unstructured settings. 

Contacts are to exchange technical data and information, resolve problems, conduct briefings, influence officials, and obtain approval. Resistance is sometimes encountered.

8.
Physical Demands
Level 8-1 (5 points)
The work is sedentary.  Some work may require walking and standing in conjunction with travel and to attendance at meetings and conferences away from the work site.  Some employees may carry light items such as papers, books, or small parts, or drive a motor vehicle.  The work does not require any special physical effort.  High levels of stress are expected.

9. 
Work Environment
Level 9-1 (5 points)
The work is typically performed in an adequately lighted and climate controlled office. Occasional travel is required. Incumbent will adhere to all safety rules and regulations as prescribed in manuals/supplements or by the designated Safety Officer.

EVALUATION STATEMENT

Recommended Classification: 
IT Project Manager, GS-0301-12

Organizational Location: 
Bureau of Land Management

References: 
Administrative Analysis Grade Evaluation Guide, TS-98, August 1990.

Background:  This position description has been prepared from a model IT Project Manager position description jointly developed by NHRMC and the Systems Coordination Group (WO57000). Originally, this position description was evaluated in the GS-2210 series.  After considerable discussion, it was determined that for recruitment purposes, the positions knowledge requirements would be distilled to project management.
Determination of Series and Title: 

To select the appropriate series, you must determine the paramount knowledge; i.e., the most important subject-matter knowledge, required to perform the primary duties of the position.  To determine the paramount knowledge, you must also consider the primary purpose for the position’s existence, the most important qualification(s) required, recruitment sources, career progression, and the background knowledge required. Care must be taken to apply the “paramount knowledge requirement test” as consistently and fairly as possible.  

The paramount knowledge requirement in this position is Project Management.  The Miscellaneous Administration and Program series, GS-301, covers two-grade interval work which is not elsewhere classifiable.  The essential criteria for classifying positions in this series are:

· that the primary work of the position is of an administrative, two-grade interval nature; and

· that the primary work of the position is not classifiable in any other series.

Positions classified in the Miscellaneous Administration and Program Series, GS-301, involve

specialized work for which no appropriate occupational series has been established.  While knowledge of information technology is useful to the position, that knowledge does not meet the “paramount knowledge requirement test”.  This position meets the criteria and is appropriately placed into the GS-301 series.
No titles are specified for positions in this series.  IT Project Manager has been requested.

The appropriate title and series for this position is IT Project Manager GS-2210-XX
Determination of Grade: 

Individual worker positions classified in the GS-301 series are to be evaluated by reference to an appropriate multi-series guide or, if none is applicable, a standard for a specific occupational series that involves analogous knowledges and skills. The Administrative Analysis Grade Evaluation Guide (AAGEG), TS-98, August 1990, provides grade level criteria for non-supervisory staff administrative analytical, planning, and evaluative work, at grade GS-9 and above. Work covered by the guide is administrative in nature and does not require specialized subject matter knowledge and skills.  While such work does not require specialized educational preparation, it does require a high degree of qualitative and/or quantitative analytical skills, the ability to research problems and issues, written and oral communication skills, and the application of mature judgment in problem solving. 

This AAGEG is written in the Factor Evaluation System (FES) format.  Under that system, positions are evaluated on a factor-by-factor basis using the factor level descriptions (FLDs) provided in the standard.  Each factor in the position description is evaluated against the appropriate FLDs and/or illustrations in the standard.  The work of the position must fully match the FLD. 

Summary of Points Assigned

	Evaluation Factors
	Points Assigned
	Level)

	1
	Knowledge Required by the Position
	1250
	7

	2
	Supervisory Controls
	450
	4

	3
	Guidelines
	450
	4

	4
	Complexity
	225
	4

	5
	Scope and Effect
	225
	4

	6&7
	Personal Contacts & Purpose of Contacts
	180
	3c

	8
	Physical Demands
	5
	1

	9
	Work Environment
	5
	1

	
	Total Points
	2790

	

	
	Grade Conversion
	GS-12


Conclusion:  This position is properly classified as IT Project Manager, GS-0301-12.
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Todd W. Ryan

Position Classification Specialist

� Grade Range: (2755-3150)
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