e cony Job Description
Marin County Office of Education

Special Projects Manager

Diversity, Equity, Inclusion & Belonging Vision Statement: At the Marin County Office of Education, we commit to
being inclusive, anti-racist, and culturally proficient.

Purpose Statement

The job of Special Projects Manager is done for the purpose/s of managing new or assigned projects or
processes; providing information and serving as a resource to others; achieving defined objectives; and planning,
evaluating, developing, implementing and maintaining assigned services

Essential Functions

e Collaborates with internal and external entities (e.g. auditors, public agencies, community members, district
personnel, etc.) for the purpose of implementing and/or maintaining services and programs.

e Directs department project operations and the implementation of new projects and/or processes for the purpose of
providing services within established time frames and in compliance with related requirements.

e Facilitates meetings, workshops, seminars, etc. for the purpose of identifying issues, developing recommendations,
and supporting other staff.

e Informs supervisor of project progression and potential issues for the purpose of meeting deadlines and updating
supervisor on progress of on-going projects.

e Maintains a variety of manual and electronic data/documents (e.g. financial information, overview of
programs/services, etc.) for the purpose of providing general information, documenting activities, and meeting
compliance requirements.

e Manages a variety of projects (e.g. organizational, budgetary, etc.) for the purpose of ensuring compliance with
established guidelines.

e Monitors and makes recommendations regarding budget related issues, if assigned, for the purpose of ensuring
allocations are accurate, revenues are recorded, expenses are within budget limits and/or fiscal practices are
followed.

e Prepares and distributes a variety of complex materials (e.g. plans, budgets, funding requests, etc.) for the purpose
of documenting activities and issues, meeting compliance requirements, making presentations, and/or providing
supporting materials for administrator.

e Provides orientation, training, assigning and scheduling of project team members for the purpose of implementing
and/or maintaining services and programs.

e Researches topics required to manage assignments (e.g. relevant policies, new federal and state statutes, staffing
requirements, financial resources, etc.) for the purpose of developing new projects/services, ensuring compliance
with regulatory requirements, securing general information and/or responding to requests.

e Responds to, or refers to appropriate administrator, issues involving staff, conflicts in policies and regulations, or
community concerns for the purpose of identifying relevant issues and recommending or implementing a plan of
action to efficiently and effectively resolve the issue.

e Supervises and evaluates project staff, as assigned, for the purpose of providing services within established time
frames and in compliance with related requirements.

Other Functions

e Performs other related duties as assigned for the purpose of ensuring the efficient and effective functioning of the
work unit.

Job Requirements: Minimum Qualifications

Knowledge, Skills and Abilities
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KNOWLEDGE is required to perform algebra and/or geometry; read technical information, compose a variety of
documents, and/or facilitate group discussions; and solve practical problems. Specific knowledge based
competencies required to satisfactorily perform the functions of the job include: pertinent laws, codes, policies,
and/or regulations; personnel processes; standard business practices; program planning and development;
concepts of grammar and punctuation; and, knowledge of community resources.

SKILLS are required to perform multiple, technical tasks with a potential need to upgrade skills in order to meet
changing job conditions. Specific skill based competencies required to satisfactorily perform the functions of the job
include: operating standard office equipment including using a variety of software applications; conceptualizing,
planning, organizing and managing projects; predicting and providing for anticipated project needs; preparing and
maintaining accurate records; analyzing data, comparing results; working with detailed information/data; applying
critical thinking; and, facilitating meetings.

ABILITY is required to schedule activities, meetings, and/or events; often gather, collate, and/or classify data; and
use basic, job-related equipment. Flexibility is required to work with others in a wide variety of circumstances;
analyze data utilizing defined but different processes; and operate equipment using defined methods. Ability is also
required to work with a diversity of individuals and/or groups; work with data of varied types and/or purposes; and
utilize a variety of job-related equipment. Problem solving is required to analyze issues and create action plans.
Problem solving with data frequently requires independent interpretation of guidelines; and problem solving with
equipment is moderate. Specific ability based competencies required to satisfactorily perform the functions of the
job include: adapting to changing work priorities; communicating with diverse groups and individuals; meeting
deadlines and schedules; setting priorities; working as part of a team or independently; and, offering and accepting
constructive feedback.

Responsibility

Responsibilities include: working under limited supervision using standardized practices and/or methods; directing
other persons within a department, large work unit, and/or across several small work units; directing the use of
budgeted funds within a work unit. Utilization of resources from other work units is often required to perform the
job's functions. There is a continual opportunity to impact the organization’s services.

Work Environment

The usual and customary methods of performing the job's functions require the following physical demands: some
lifting, carrying, pushing, and/or pulling, some stooping, kneeling, crouching, and/or crawling and significant fine
finger dexterity. Generally the job requires 75% sitting, 20% walking, 5% standing. This job is performed in a
generally clean and healthy environment.

Experience: Job related experience within specialized field is required in project management,
public administration or related field with 4 or more years successful work experience
with increasing responsibility.

Education: Bachelor's degree in job related area with an emphasis in public administration,
education, business or a closely related field.

Equivalency: Additional equivalent leadership experience may be substituted for college education
year for year.

Required Testing Certificates and Licenses
Pre-Employment Proficiency Test None Specified
Continuing Educ./Training Clearances

Mandated Reporter Training Certificate Measles Vaccination
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Pre-Employment Fingerprinting
Tuberculosis (TB) Clearance

FLSA Status Approval Date Pay Grade
Exempt

Revised Date
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