Project Specialist: Project Specialist

Oversees and manages the operational aspects of ongoing projects and serves as liaison between project management
and planning, project team, and line management. Reviews status of projects and budgets; manages schedules and
prepares status reports. Assesses project issues and develops resolutions to meet productivity, quality, and
client-satisfaction goals and objectives. Develops mechanisms for monitoring project progress and for intervention and
problem solving with project managers, line managers, and clients.

Knowledge
Frequent use and general knowledge of industry practices, techniques, and standards. General application of concepts
and principles.

Problem Solving
Develops solutions to a variety of problems of moderate scope and complexity. Refers to policies and practices for
guidance.

Discretion/Latitude
Works under only very general supervision. Work is reviewed for soundness of judgment, overall adequacy and
accuracy.

Impact
Contributes to the completion of organizational projects and goals. Errors in judgement or failure to achieve results
would normally require a moderate expenditure of resources to rectify.

Liason
Frequent internal company and external contacts. Represents organization on specific projects.

Minimum Education and Experience
3+ years directly related experience with Bachelor's Degree in Business, Information Technology or related field or
equivalent experience and/or applicable industry certifications. Intermediate MS Word, PowerPoint and Excel skills.
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