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JOB TITLE 

GRADE SALARY RANGE 

JOB SUMMARY 

DUTIES AND RESPONSIBILITIES 

QUALIFICATIONS AND EDUCATION 


	JOB TITLE: Task Manager 
	GRADE: 
	SALARY RANGE: $35 per hour 
	JOB SUMMARYRow1: Task Manager to manage day-to-day business support requirements within the Program Management Office (PMO) and to provide IT close support/system administrator support. The Position is based in Alexandria, Virginia. Travel requirements are less than 25%.
	DUTIES AND RESPONSIBILITIESRow1: Role and responsibilities include:• Oversee the day-to-day administration and compliance with our online tracking tools. Recommend and oversee the execution of process improvements. Serve as the primary POC for any updates or issues, identify and resolve the issue in line with approved business processes. • Oversee all aspects of inventory management, including planning, coordination, and execution. Analyze usage history to ensure stock room levels are adequate. Manage and coordinate routine parts counts and reconciliation at all sites. Work with technical experts to develop purchase requests for parts, supplies, and tools. Identify and implement processes that support long-term planning for supply chain continuity.• Collaborate and complete testing and configuration with government clients to support government IT system upgrades to ensure the updates are compatible with company credentialing printers. • Support compliance with contract requirements through financial tracking and other ad hoc projects within the PMO. Manage assigned projects from receipt of task through completion with minimal oversight. Conduct analyses and communicate findings through well-written outbriefs/reports.• Assist with routine staff user support with IT resources, systems and network administration, including monitoring log data and automating processes with scripts as directed. Provide Linux and Microsoft Windows systems administration. Administer cloud-based systems and services and in on-premises servers. • Assist with IT Infrastructure and security enhancement projects. Dynamically pursue assigned tasks with research into best practice approaches.• Prepare workstations with corporate approved baseline and security configurations.• Assist with asset tracking, license renewal and purchasing. 
	QUALIFICATIONS AND EDUCATIONRow1: Required Experience• 3+ years of experience working with government contracts• 3+ years of experience with independently managing tasks from start to finish, including drafting status reports and after-action reports that capture lessons learned, process improvements, and best practices• 2+ years of experience analyzing project data to make strategic business decisions• 3+ years of IT-related experience, including working with servers, Active Directory, networks, and ensuring continuity of operations• Bachelor of Science or Arts in Information Systems, Information Technologies, Computer Science, Computer Engineering, Business, or related field.Desired Experience• 2+ years of experience developing and tracking project budgets• 2+ years of experience with inventory management and control protocols• 2+ years of experience performing software/hardware upgrades• Certifications: CompTIA A+, or similar certificationRequired Skills• Strong organizational skills, including attention to detail and ability to multitask and support multiple projects at once by prioritizing assignments to meet varied deadlines• Ability to work independently to resolve a problem from start to finish• Ability to work collaboratively in a team environment • Demonstrated strong verbal and written communications skills• Strong working knowledge of Microsoft Office applications• Ability to present a positive, professional, and courteous image to colleagues and customers• U.S. citizenship required (dual citizenship not permitted)• Ability to obtain and maintain a SECRET level clearance
	AGENCY: 


