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			SALARY: 
	$3,631.00 - $4,770.00 Monthly

	OPENING DATE: 08/23/13 

	

	CLOSING DATE: 08/30/13 11:59 PM 

	

	DESCRIPTION: 

	[image: http://agency.governmentjobs.com/images/AgencyImages/jobposting/1924/JobPostings/image/Sec%20of%20State/SecStateLogo%20(2).jpg]
Headed by an elected state official, the Office of the Secretary of State is responsible for administering elections within the state, registering corporations and charities that do business within the state, collecting and preserving the records of governmental bodies within the state, and maintaining the Washington State Library. The office also administers the Address Confidentiality Program, the Legacy Program and the Combined Fund Drive. Visit our website at : www.sos.wa.gov. 

	

	DUTIES:

	This project position is designated project coordinator for the Microsoft IT Academy (ITA) program. The position provides support to public libraries, two-year college libraries, tribal libraries and Washington State Library (WSL) institutional libraries that choose to participate in the Microsoft Academy project by coordinating with designated contacts at Microsoft and others to implement the IT academy. The position collaborates with others to solve problems which arise during the course of the project and acts as a liaison for communication between individual libraries participating in the project and the Microsoft IT academy implementation team.

The duration of this project is scheduled to last until June 30, 2015.

This position reports to an assistant program manager for library development and requires independence in setting work schedules, determining workload, prioritizing assignments and making routine decisions.

Leads, coordinates, and implements Microsoft IT academy
· Works closely with designated Microsoft employees to facilitate rollout 
· Recruits libraries to join the IT academy 
· Tracks and monitors progress of libraries through the implementation process 
· Troubleshoots and problem solves any challenges or issues during and after implementation 
· Coordinates outreach activities including program promotion with WSL staff 
· Acts as training coordinator for any questions or issues regarding training 
· Acts as liaison with IT services manager on technical issues 
· Develops, manages, and monitors budget and contracts for IT academy 
· Facilitates communication by sharing information among participating libraries, vendor, division, and office staff 
· Promotes and increases awareness of the IT academy throughout Washington State by working in conjunction with Microsoft staff, state agencies, and non-profits whose clients will benefit from the IT academy; and marketing through multiple mediums and providing materials to participating libraries for local promotion efforts 
· Serves as a resource to individuals who cannot participate in the IT academy through a local library coordinating WSL patron cards for individuals and registering for classes

	

	QUALIFICATIONS: 

	REQUIRED QUALIFICATIONS
· Master's degree in library science from an American Library Association accredited program 
· Three years of experience as a professional librarian 
· Ability to efficiently use a personal computer and applicable software to successfully perform the essential functions of the job 
· Current Washington driver's license or have requested and obtained an appropriate accommodation 
· Effective oral communication skills to communicate with customers, co-workers, business contacts, as well as the ability to present all information to upper management
In-training appointments will be considered for applicants that have at least two years of experience as a professional librarian.  Depending upon qualifications, this position may be filled as a Library and Archival Professional 2 with a 6 - 12 month in-training plan.

PREFERRED/DESIRED QUALIFICATIONS
· Experience speaking publicly 
· Experience managing projects and contacts including responsibilities for setting priorities, scheduling to meet goals and objectives, and reviewing on-going progress 
· Demonstrated knowledge of adult learning styles and needs 
· Demonstrated knowledge of theories, principles, and practices of professional library administration and procedures; trends in library development; thorough knowledge of library science including techniques, procedures, and problems in areas of specialization; customer relations principles and practices 
· Experience managing budgets including responsibility to track expenditure, encumbrances, and other charges in accordance with program and related policies so as not to exceed budget limitations 
· Experience using multiple mediums such as print, presentation software, social media, and on-line meetings 
· Relationship builder with a sincere commitment to work collaboratively and employ expertise and credibility to resolve complex and sensitive issues with internal and external stakeholders to meet service needs

	

	SUPPLEMENTAL INFORMATION: 

	WORKING CONDITIONS/SPECIAL REQUIREMENTS

Significant statewide travel including overnight stays
Some weekend and evening work
Certification by state librarian authorized through the Office of the Secretary of State (this qualification is not mandatory for application but is mandatory for employment)

HOW TO APPLY

1.  Please attach a letter of interest describing how your experience and qualifications relate to the position description and required and preferred qualifications
2.  Include three professional references in your application







	Microsoft IT Academy Project Manager Supplemental Questionnaire



	

	*
	1.
	Where did you hear about this job opening?

	

	*
	2.
	Do you have a family member or relative currently employed at the Office of the Secretary of State?

	
	[image: Yes]Yes    [image: No]No 

	

	 
	3.
	If you answered yes in the previous question, what is the name of your family member/relative?
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