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INTERNAL and EXTERNAL POSTING

Job Title:		IT Project Coordinator
Division:		IT
Manager:		April Hughes
Job Posting ID: 	03-IT-16
Posting Dates:  	Tuesday, May 17, 2016 – Monday, May 23, 2016 11:59 PM
Starting Salary:	$23.02 Hourly/ $47,881.60 Annually
(Salary commensurate with education and experience)

Responsibilities and Duties:  
· Provides day-to-day assistance with management and reporting of application and overall portfolio health.
· Works with project team to coordinate and manage project’s key performance indicators. 
· Ensures that the goals, objectives, and business requirements are captured, translated into functional requirements and technical design documentation, and managed throughout the project lifecycle.
· Coordinates with stakeholders to document all key design specifications required to manage projects, portfolio, and identify technical solutions for the office.
· Coordinates activities of the project team across functional areas and disciplines to accomplish project goals.
· Works with management team to document and monitor standard operating procedures, defined service levels, and performance indicators.
· Provides assistance in aligning code standards and application performance metrics with process improvement initiatives.
· Assists with problem management tracking to identify root cause and develop strategies to prevent recurring application production incidents.

Minimum Qualifications:
· Good working knowledge of project management and business analysis disciplines.
· Ability to work in a team environment and to facilitate customer requirements.
· Demonstrates ability to handle required project coordination tasks.  
· Proficiency in process mapping, network diagrams, process flows, presentation of complex process into easily understood documents, and with Excel, Word, PowerPoint, Visio, Sharepoint, and Outlook.
· Bachelor Degree with three years of experience as an IT project coordinator, business analyst, and/or technical writer; or five years related experience and/or certifications; or equivalent combination of education and experience.  

Healthcare Benefits:  Medical, Prescription Drug, Mental Health, Dental, Vision and Life Insurance


[bookmark: _GoBack]Please apply online at http://clerk.franklincountyohio.gov/employment/

Contact:  Jamie Belcher		E-mail:  jamiebelcher@franklincountyohio.gov 		Fax: 614-525-4325
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