POSITION TITLE:   PROJECT/PROGRAM DIRECTOR   


CLASS CODE:     JO03               

POSITION SUMMARY 

The PROJECT PROGRAM DIRECTOR provides administrative oversight at the multiple level with responsibility for staffing, budgeting and policy development.

EXAMPLES OF WORK 

1. Responsible for the coordination of administrative activities in line with the goals and or objectives of the department or division.

2. Directs departmental or unit operations.

3. Trains and assigns support staff.

4. Establishes goals and objectives for staff.

5. Performs staff evaluations.

6. Oversees inventory of equipment and supplies

7. Purchases equipment and assists in proper maintenance of facilities.

8. Compiles, analyzes data and prepares reports, annual reports and makes recommendations on conclusions.

9. May represent the unit or department at meeting and makes recommendations on departmental policies and procedures.

WORKING RELATIONSHIPS 

Daily interaction with support staff.

SPECIAL JOB DIMENSIONS 

Direct departmental or unit operations, including staffing, budget and policy development.

KNOWLEDGES, ABILITIES, AND SKILLS 

Knowledge of departments or divisions operations.

Knowledge of data analyzes.

Ability to maintain a budget. 

Ability to purchase equipment. 

Ability to supervise fairly objectively, consistently and professionally.

MINIMUM QUALIFICATIONS 

Master’s degree in Business or related field plus 3 years of related experience OR a Bachelor’s degree in Business or related field plus 5 years of experience in related field.

Other job related education and/or experience may be substituted for all or part of these basic requirements upon approval of the Qualifications Review Committee. 

