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State of California strives to maintain a diverse workforce and be an equal opportunity employer to 
all regardless of race, religious creed, color, national origin, ancestry, age, disability (physical or 
mental), medical condition (cancer and genetic characteristics), genetic information, marital status, 
sex (including pregnancy, childbirth, or related medical condition), gender, gender identity, gender 
expression, sexual orientation, political affiliation, or military and veteran status. It is an objective of 
the State of California to achieve a drug-free state work place. Any applicant for State employment 
will be expected to behave in accordance with this objective because the use of illegal drugs is 
inconsistent with the law of the State, the rules governing civil service, and this special trust placed 
in public servants. TTY users can contact the California Relay Services line by dialing 711. 

 
THIS IS AN OPEN EXAMINATION. LATERAL CANDIDATES ARE ENCOURAGED TO 
APPLY.  
 
EXAMINATION ANNOUNCEMENT 
 
THIS EXAMINATION IS DESIGNATED FOR MANAGERIAL POSITIONS. 
 
CLASSIFICATION: DATA PROCESSING MANAGER III 
 
POSITION TITLE:  INFORMATION TECHNOLOGY PROJECT MANAGER 
 
SALARY:   $7,442 - $8,872 
 
LOCATION:  HEADQUARTERS – SACRAMENTO 
 
DIVISION:   INFORMATION TECHNOLOGY CUSTOMER SERVICE   
 
FINAL FILING DATE: JULY 8, 2016 

 
DUTIES/RESPONSIBILITIES  
Under the general direction of the Chief, Information Technology (IT) Customer Service Division, CEA 
B, the IT Project Manager is responsible for for all phases of the Project Management Lifecycle (PMLC) 
for very complex IT projects. These IT projects are generally reportable to California Department of 
Technology (CDT) and are defined as medium to high risk projects. The IT Project Manager may also 
lead or be responsible for the Project Approval Lifecycle (PAL) for his or her assigned projects, as 
required by policy. All project management activities will be in accordance with industry best 
practices, and State of California and Caltrans project management standards and framework. Duties 
and activities include, but are not limited to: 

 
Initiating: 
• Confirm sponsor.  
• Form project planning team. 

 

M S P 
MANAGERIAL SELECTION PROCESS 
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• Identify stakeholder priorities. 
• Create RACI Matrix. 
• Develop scope statement. 
• Develop budget estimate. 
• Develop schedule estimate. 
• Document assumptions, constraints, and risks. 
• Develop project charter and project organization chart. 

 
Planning: 
• Complete complexity assessment. 
• Update RACI Matrix. 
• Identify the project team and the define roles, responsibilities and relationships of team 

members. 
• Set project practices. 
• Develop Project Management Plans, and all subordinate plans. 
• Develop work plan. 
• Baseline project plans. 
• Develop a Risk Management Plan (and initial Risk Register). 
• Develop a Communications Plan to determine the information and communications needs of 

all project stakeholders. 
 

Executing: 
• Form project team and hold project kickoff. 
• Conduct contractor on-boarding, as appropriate. 
• Execute Project Management Plans. 
• Integrate Project & Contractor Plans and schedules. 
• Review & Update RACI Matrix. 
• Confirm scope and requirements. 
• Maintain requirements traceability matrix (RTM). 
• Lead and manage the project team. 
• Manage the contractor team. 
• Manage stakeholder expectations. 
• Monitor and control project activities. 
• Manage Software Development Lifecycle (SDLC). 

 
Monitoring and Controling: 
• Perform change management, following approved plan. 
• Monitor and update risks and issues. 
• Monitor and update project schedule. 
• Oversee all project work. 
• Analyze and review performance of project work. 
• Manage stakeholder engagement. 
• Manage sponsor expectations. 
• Conduct regular project team meetings. 
• Hold regular sponsor briefings. 
• Conduct regular steering committee meetings. 
• Manage the project scope to ensure requirements and objectives are being met. 
• Manage the project budget to ensure the resources are expended appropriately. 
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• Review all project deliverables to ensure a quality product is delivered. 
• Communicate information to stakeholders in a timely manner. 
• Provide status reports, progress measurement, and forecasting to stakeholders on a regular 

basis. 
• Effectively apply State and Caltrans methodology and enforce project standards. 
• Ensure quality control and quality assurance are performed in accordance with the quality 

plan. 
 

Closing: 
• Verify acceptance of all project deliverables. 
• Resolve or transfer ownership of open issues. 
• Complete project closeout report. 
• Conduct lessons learned and document results. 
• Conduct final project meeting. 
• Conduct contract closeout, as appropriate. 
• Complete project financials. 
• Prepare the Post-Implementation Evaluation Report (PIER). 
 
• The IT Project Manager must meet with Executive Management including Division Chiefs 

and the CIO on a regular basis to provide status updates and project presentations. The 
incumbent will report on a regular basis to control agencies such as CDT, and the Department 
of Finance (DOF), and may provide support during Legislative Hearings on IT Projects. 
 

• The IT Project Manager will develop or lead the development of Project Approval 
documentation in accordance with the CDT's PAL process including, S1BA, S2AA, S3SD, and 
S4PA, and  will assist with the development of Budget Change Proposals (BCPs) when 
required.  The incumbent must develop solicitations to support assigned projects; including 
robust Scope of Work (SOW) documentation that clearly describes required deliverables, 
requirements, and qualifications of contract personnel. 
 

• The incumbent will provide project management mentorship to less experienced project 
managers; develop best practices with regards to project management and lessons learned; 
provide support to the IT Customer Service Division Chief when necessary; including 
assisting with policy and procedure creation. The incumbent will develop, implement and 
monitor innovative customer service and support strategies to meet Departmental business 
needs while complying with State IT policy and guidelines. 

 
MINIMUM QUALIFICATIONS 
Applicants must meet the minimum qualifications by the final file date in order to participate in this 
examination. 

 
Either I 

Two years of experience in the California state service performing electronic data processing duties in 
a class with a level of responsibility equivalent to Data Processing Manager I, at least one year of 
which shall have been in a management assignment. 
                                                                                

Or II 
Three years of experience directing all phases of the operation of a large electronic data processing 
installation. (Experience in the California state service applied toward this requirement must include 
one year performing the duties of a class with a level of responsibility equivalent to Data Processing 
Manager II) and 
 
Education: Equivalent to graduation from college. (Additional qualifying experience may be 
substituted for the required education on a year-for-year basis.) 
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KNOWLEDGE AND ABILITIES 
Knowledge of: Principles, practices, and trends of public administration, including management, 
organization, planning, cost/benefit analysis, budgeting, and project management and evaluation. 
Current computer industry technology and practices. Principles of data processing systems design, 
programming, operations, and controls. State level policies and procedures relating to Electronic Data 
Processing, Caltrans’ goals and policies. Caltrans’ Equal Employment Opportunity (EEO) objectives. 
A manager’s role in the EEO Program and the processes available to meet EEO objectives. 
 
Ability to: Develop and evaluate alternatives, make decisions and take appropriate action. Establish 
and maintain priorities. Effectively develop and use resources. Identify the need for and assure the 
establishment of appropriate administrative procedures. Plan, coordinate and direct the activities of 
a data processing staff. Make effective use of interdisciplinary teams. Reason logically and creatively 
and use a variety of analytical techniques to resolve managerial problems. Present ideas and 
information effectively, both orally and in writing. Consult with and advise administrators and other 
interested parties on a variety of subject-matter areas, translating technical data processing terms 
into everyday language. Gain and maintain the confidence and cooperation of others. Effectively 
contribute to the Caltrans’ EEO objectives.   
 
 
DESIREABLE QUALIFICATIONS: 

• Project Management Professional (PMP) Certification.  
• Ability to work well under pressure, manage multiple priorities, and meet tight deadlines. 
• Ability to mentor staff both within and external to the chain of command. 
• Ability to promote trust and credibility with staff, customers, peers, and executive 

management. 
• Ability to readily adapt to a constantly changing environment. 
• Knowledge of State of California IT Project Management Framework. 
• Knowledge of State of California IT procurement policies and procedures. 
• General knowledge of database architecture and principles of database administration, 

technical architecture; including networks, firewalls, servers, virtualization, web 
applications, backup and recovery and other related services. 

• Excellent communication skills. 
• Excellent analytical skills. 

 

EXAMINATION INFORMATION 
This examination process provides for position specific examining and selection of the most 
qualified managerial candidates.  Job-selection criteria specific to each position and consistent with 
the knowledge, skills, and abilities of the classification will be applied.  Candidates who meet the 
qualifications will be admitted into the examination process.   
 
During the first phase of the examination process, an evaluation of the Statement of Qualifications 
may be conducted. Applicants who achieve a passing score of 70% or higher during this phase will 
proceed to the interview portion of the examination process. The interview portion of the 
examination will establish an eligible list including the ranking of each candidate. Candidates will 
be notified in writing of their examination results. 
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STATEMENT OF QUALIFICATIONS/EVALUATION CRITERIA  
A Statement of Qualifications (SOQ) must be submitted along with the State application. An SOQ is 
a discussion of how an applicant’s education, training, experience, and skills meet the criteria below 
and qualify them for the position. The SOQ must not exceed two (2) pages in length.  
 
1) Describe your experience managing interdisciplinary project teams on large or complex IT projects 

and how you ensured successful project delivery within schedule, scope, and cost; through all phases 
of the project management lifecycle. 

2) Describe your experience and knowledge of state IT processes, laws, rules, and policies, specifically 
as they relate to state IT projects and procurements.  

3) Provide examples of how you have balanced multiple priorities, tasks, and/or deliverables to meet 
critical timelines and/or deadlines. 

4) Describe your experience and ability to establish and maintain collaborative, effective working 
relationships across all lines of business, technical personnel, control agencies, and external 
partners. 

5) Describe your experience and ability to effectively communicate, including developing and 
delivering presentations and briefings, to key stakeholders, executive management, control 
agencies, legislative representatives and other government offices; including the California 
Department of Technology, Department of Finance and Department of General Services. 

 
FILING INSTRUCTIONS 
All interested applicants must submit: 
• An original, signed State application (STD. 678), which includes working titles and dates of  

experience. The application should specify the classification, position title, and the following 
MSP Number: 16MSP32 

• A Statement of Qualifications. The Statement must not exceed two pages in length.  
• Faxed or emailed applications will not be accepted. 
• Resumes are optional and do not take the place of the Statement of Qualifications or completed 

State application (STD 678). 
• Effective  January 1, 2009, Government  Code  Section 18991 was enacted which  permits persons 

retired from the  United  States military,  honorably  discharged from active military  duty  with 
a service-connected disability, or honorably discharged from active duty, shall be eligible to apply 
for promotional civil service examinations, for which he/she meets the minimum qualifications as 
prescribed by the class specification. Persons applying who qualify as a Veteran under 
Government Code Section 18991 must submit a copy of their DD214 with their 
Examination Application (STD. 678). 
 

 
State application and Statement of Qualifications must be received or postmarked by the final file 
date of July 8, 2016. Interagency mail received after this date will NOT be accepted. 

 
The State application and Statement of Qualifications are to be submitted to: 

 
Department of Transportation 

ATTN:  Ashley Worley (16MSP32) 
1727 30th Street, MS-90 
Sacramento, CA  95816 
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APPLICANTS WHO FAIL TO SUBMIT A STATEMENT OF QUALIFICATIONS WILL BE 
ELIMINATED FROM THE EXAMINATION. 

 
Questions regarding this examination process should be directed to Ashley Worley at (916) 227-1828. 
 
ELIGIBILITY INFORMATION 
This examination will not establish a civil service list; therefore, candidates will not have the ability 
to transfer their eligibility to other departments. 
 
REASONABLE ACCOMMODATION 
If  you  have  a  disability  and  wish  to  participate  in  one of our  testing  services, programs,  or  activities 
and require a specific accommodation, please mark the appropriate box for Question #2  on  the  
Examination  and/or  Employment  Application form.  You will be contacted to make specific 
arrangements.   
For individuals with disabilities, this document may be available upon request in alternate formats.  To 
obtain an alternate format, please write to Caltrans, Office of Examinations and Special Programs, 1727 
30th Street, MS-90, Sacramento, CA 95816 or contact us by phone at (916) 227-7858.  TTY users contact 
the California Relay Service at 711. 
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