JOB CODE:  7209

TITLE:  MANAGER - PLANNING PROJECTS

QUALIFICATIONS:

1. Bachelor degree in planning, geography, political science, public administration, economics, communications, engineering, business systems, or related degree.

2. Extensive experience managing projects that involve diverse departments and stakeholders.

3. Extensive successful experience in project management and facilitation.

4. Demonstrated ability in facilitating group problem solving sessions.

5. Demonstrated ability to plan, organize, and prepare reports and presentations.

6. Demonstrated ability to work with diverse groups, and effectively communicate, both orally and in writing.

7. Knowledge of current computing technologies and software applications appropriate to the position’s job responsibilities.

PERFORMANCE RESPONSIBILITIES:

Essential Functions:

1. Interacts with appropriate staff members and community representatives in coordinating the planning process.

2. Assists divisions of the School District in identifying long and short-term goals and objectives.

3. Manages projects that involve the planning, development, dissemination, and monitoring of the District’s comprehensive goals and objectives.

4. Researches topics and identifies planning alternatives for proposed actions based upon established priorities, resources, and other limitations.

5. Manages special projects and sets up new programs as assigned.  Examples may include, but are not limited to, project management of the Five Year Plan process, Five Year Work Plan, department inventory, Board Member requests, OPAGGA, and process improvement.

6. Utilizes resources available through federal, state, and private agencies to assist in the planning process.

7. Possesses in-depth knowledge of database configurations and use of sophisticated reporting tools.

8. Participates in interagency planning.

9. Facilitates group meetings and problem-solving sessions.

10. Supervises other professional planning staff members, as appropriate.

Additional Job Functions:
1. Follows adopted policies and procedures in accordance with School Board priorities. 

2. Conducts oneself in the best interest of students, in accordance with the highest traditions of public education and in support of the District’s Mission Statement.

3. Performs other duties as assigned.

New:
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Salary Level:
4

Employee Unit:
S

Responsible to:
Director

