Critical Elements for IT Specialist (Policy and Planning) - 2210
A. IT Policy Development and Review

· Review current and recommended IT best practices to develop and coordinate policies that implement the best IT practices for the organization.  Perform at least (insert number depending on grade level, workload, etc.) reviews a year. 
· Proactively review existing IT policies for relevance to retain, modify, or recommend deletion of unneeded policies to ensure that policies are current and appropriate to the needs of the organization.
B. Budgets and Portfolios

· Provide accurate budget projections to management in order to establish an appropriate budget for the organization.
· Frequently track budget expenditures for appropriateness and schedule.
· Notify management in a timely fashion when the budget and/or expenditure timeline deviates by more than 7% from the plan.
· Proactively monitor the ITS budget submissions and ensure data is entered into the portfolio management system in an accurate and timely manner.
C. CPIC Management 

· Execute the IC’s CPIC policy within established standards and timeframes
· Actively serve as the executive secretary to the IC’s CPIC Board.
· Coordinates with others to ensure that the IT acquisitions are made in accordance with the IC’s CPIC policy.
D. Contract Management
· Coordinate with others to ensure that all contract SOWs accurately reflect the desired work and that the SOW contain all necessary details to not only enable a wide selection of bidders but ensure that any resulting contract/task order will meet the needs of the IC.
· Track all ongoing contracts to ensure funds are expended in an appropriate fashion in accordance to the work being performed.
· As per established due dates, perform Earned Value Management (EVM) contract evaluations where required and alert the project managers and management when analysis indicates expected deviations greater than 7%.

E. Audits and Evaluations

· Conduct [insert number] audits of IT programs and projects.
· As per established due dates, perform Earned Value Management (EVM) audit evaluations where required and alert the project managers and management when analysis indicates expected deviations greater than 7%.
