City of Chattanooga, TN

Classification Title:  IT Business Project Analyst


	Department: 
	Information Services
	Pay Grade:
	TBD

	Supervision Received From:
	
Manager, Application Services
	FLSA Status:
	Exempt

	Supervisory Responsibility For:
	
Programmer 1 and Programmer 2
	Established:

Revised:
	06/29/07

11/07/07


CLASSIFICATION SUMMARY:

Incumbents in this classification are responsible for providing full life-cycle management of City-wide and departmental business improvement and technology projects.  Duties include:  serving as analyst and project leader for business needs assessment, process mapping and workflow development; performing product research; developing RFPs and procurement of products and services; and providing project implementation and support.  Serves as supervisor for teams engaged in design, development, implementation, maintenance, and support of business application software solutions for the City.  Work requires limited supervision and the use of independent judgment and discretion.
SERIES LEVEL:

The IT Business Project Analyst is the third level of a four level applications series.
ESSENTIAL FUNCTIONS:

(The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification, only a representative summary of the primary duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.)

· Supervises applications staff to include: prioritizing and assigning work; conducting performance evaluations; ensuring staff is trained; ensuring that employees follow policies and procedures; maintaining a healthy and safe working environment; and, making hiring, termination, and disciplinary recommendations.

· Initiates, plans, executes, controls, and completes multiple complex application and system implementation projects utilizing formal project management methodologies, which includes: defining project scope and objectives; conducting project meetings; monitoring project deliverables; assessing project issues; developing resolutions to meet productivity, quality, and client satisfaction goals; and, performing other related activities.

· Manages project communications; measures and reports schedule performance to project stakeholders.

· Manages project resources, including: negotiating resource assignments; determining staff project tasks; prioritizing and reassigning tasks to ensure goals and milestones are met; determining when additional resources are required or freed up; ensures effective resource utilization; and/or, performs other related activities.

· Manages project quality; ensures project requirements reflect customer needs.

· Manages project closure; analyzes project success and lessons learned; confirms that project met customer requirements.

· Develops detailed work plans, schedules, project estimates, resource plans, budgets, and status reports.

· Manages the integration of vendor tasks; tracks and reviews vendor deliverables.

· Participates in establishing and improving project management methodologies, procedures, and policies.

· Performs other duties as assigned.

MINIMUM QUALIFICATIONS:

Vocational/Technical Degree with training emphasis in Computer Science, Information Systems technology, or other closely related field and four years previous experience that includes two years experience implementing and using vendor software applications at an administrative level and experience in software development and support.

LICENSING AND CERTIFICATIONS:

None.

KNOWLEDGE AND SKILLS:

Knowledge of project management principles and practices; technology development methodologies; problem solving methods; workflow and process analysis methods; and, enterprise software applications.

Skill in using a computer and related software applications; managing projects; analyzing and integrating technology into existing systems; facilitating meetings; analyzing problems and recommending solutions; managing multiple projects and meeting deadlines; presenting information; resolving and mediating conflict; influencing others; conducting negotiations; and, communication and interpersonal skills as applied to interaction with coworkers, supervisor, the general public, etc. sufficient to exchange or convey information and to receive work direction.

PHYSICAL DEMANDS

Positions in this class typically require: fingering, grasping, talking, hearing, seeing and repetitive motions.

WORK ENVIRONMENT:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body.  Sedentary work involves sitting most of the time.  Jobs are sedentary if walking and standing are required only occasionally and all other sedentary criteria are met.

SPECIAL REQUIREMENTS:

Safety Sensitive:  N  

Department of Transportation - CDL: N

Child Sensitive: N

The City of Chattanooga, Tennessee is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
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