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POSITION DUTY STATEMENT 
Name:  
 

Division:  
Information Management Services 

Classification:  
Senior Information Systems Analyst (Specialist) 

Working Title:  
Project Management Office Lead 

Position Number: 
798-440-1337-xxx 

Collective Bargaining Unit/ID:  
R01 

Effective Date:  
 

Conflict of Interest Category:  
4, 6 

1) Supervision Received:  Under the supervision of the Deputy Director, Information Management Services Division 
 
2) Supervision Exercised:  This position does not perform direct supervision.  The SrISA plans, obtains and manages 

resources required to complete approved information technology (IT) projects.  The appropriate project resources are 
drawn from external consultants, business partners, students, and IMSD staff.  These resources include database 
designers and administrators, IT architects, programmers, systems analysts, business analysts, quality assurance 
analysts, help desk, and technical staff.  The SrISA works with business program managers and experts on project 
planning, joint analysis and design efforts, issue resolution, testing, user training and manuals, change management 
and implementation. 

 
3) Physical Demands:  The ability to sit at and operate a personal computer for extended periods throughout the work 

day in order to analyze data and/or compose text.  The ability to sit or stand, speak, see and hear to facilitate and 
participate in meetings, conferences and training sessions.  The ability to grasp and handle papers, writing 
instruments, and other small objects.  The ability to use a computer keyboard and mouse.  The ability to depress keys 
on keyboard, calculator, telephone and similar office equipment.  The ability to grasp, open and hold manuals and 
books.  The ability to push/pull file drawers.  The ability to occasionally reach above shoulder level or bend/stoop to 
below waist level to file and retrieve work papers, and to occasionally lift and carry small objects and manuals 
weighing up to ten pounds.  The ability to orally communicate with staff, customers and other contacts in person and 
via telephone.. 

 
4) Job Description: (Please indicate the percentage and description in the tables provided below)  
  
 

 

% 
ESSENTIAL FUNCTIONS 

Job Description 

50 
 
 
 
 
 

Manage the most complex and critical technology projects from inception to post-implementation evaluation; 
work with stakeholders to formulate the vision, mission, objectives and requirements for projects; lead the 
development of feasibility study reports that propose new projects; develop project plans, charters, 
schedules and other key project management documents using the ADP PMO Framework; estimate project 
costs; manage project budgets; identify the work to be performed; determine the resources needed; 
negotiate, procure and obtain the needed resources; assign work tasks and provide direction to assigned 



% 
ESSENTIAL FUNCTIONS 

Job Description 
 
 
 
 
 
 
 
 
 

20 
 
 
 
 

10 
 
 
 

10 
 
 

5 

resources adhering to State and ADP policies and procedures and the systems development lifecycle; plan, 
direct, monitor, control, and measure project activities and resources; evaluate and report on the 
performance of project resources; report project status and updates to control agencies and executive 
management; work with stakeholders to resolve project issues; establish and facilitate effective 
communications for projects; report project status to control agencies, ADP management and stakeholders; 
manage the balance of scope, schedule, and resources to ensure project objectives are met consistent with 
quality assurance standards; determine when the work has been completed; manage and control project 
changes; identify and manage project risks; and, perform post-implementation evaluations. 
 
Provide oversight of other project managers and business process managers to ensure compliance with 
project management best practices, State and Department standards, and approved plans, budgets, and 
schedules and updates ADP Project Management Framework as needed to ensure compliance with the 
OCIO Project Management Model. 
 
Participate as a member of the IMSD leadership team on project management and technical issues, 
attending management and staff meetings, representing the Division and meetings with ADP management 
and external entities. 
 
Assist with the development and implementation of IT policies, process, and procedures, and strategic 
planning for IMSD and ADP. 
 
Maintain knowledge of technology trends, changes and advances. 

 
 

% 
NON-ESSENTIAL FUNCTIONS 

Job Description 

5 Other related IT analysis as required. 

 
 


