
Bibb County School District 

Job Description 

Job Title: Project Manager Munis Position Type: Part-Time/Temporary  

Departments: Finance and Human Resources FLSA Status: Exempt 

 

Job Summary: 

 

Responsible for the planning, management, coordination, and financial control of an assigned 

project.  Serves as liaison between the client and the vendor.  Plans project stages and assesses 

business implications for each stage.  Monitors progress to assure deadlines, standards, and cost 

targets are met. 

 

Essential Duties and Responsibilities: 

 

Manages project execution to ensure adherence to budget, schedule, and scope. 

Develop and update project plans for projects including information such as project objectives, 

technologies, systems, specifications, schedules, funding, and staffing. 

Manages client staff; serves as the representative of the client and/or the organization’s interests. 

Directs and coordinates activities of project personnel. 

Provides advice on the management of the project. 

Manages vendor and vendor staff; organizes the people working on the project. 

Monitors project scope; advises on project objectives. 

Creates and enforces project standards. 

Assigns duties, responsibilities, and spans of authority to project personnel. 

Maintains ongoing communications. 

Monitors and tracks project milestones and deliverables. 

Confers with project personnel to identify and resolve problems. 

Monitors the performance of project team members, providing and documenting performance 

feedback. 

Anticipates, identifies, and resolves roadblocks such as hardware, software, or networking 

incompatibilities, unresponsive project participants, etc. 

Reports to appropriate staff on progress and status; prepares project status reports by collecting, 

analyzing, and summarizing information and trends. 

Negotiates with project stakeholders or suppliers to obtain resources or materials. 

Performs other related duties as required or assigned. 

 

Qualifications: 

 

Degree from a college, technical school, or equivalent work experience required.  

Experience in project management preferred.  



Knowledge, Skills and Abilities:   
 

 Strong organizational skills. 

 Strong analytical skills and ability, particularly in a technical environment. 

 Excellent decision making and problem solving skills. 

 Well-developed interpersonal and negotiating skills. 

 Numeracy skills. 

 Commercial awareness of project field. 

 Excellent written and oral communication skills. 

 Strong knowledge of budgeting and cost control. 

 Strong diplomacy and team working skills. 

 Ability to motivate people. 

 Management and leadership skills. 

Work Environment: 

 

This job generally operates in an office environment.  Position requires use of standard office 

equipment such as computers, telephones, copiers, filing cabinets, fax machines, etc. 

The employee may occasionally be exposed to extreme conditions at job sites, dependent upon the 

nature of the project. 

Some travel may be required.  The position will require intermittent work hours, depending on the 

status of the project.   

 


