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DEPARTMENT OF NATURAL RESOURCES  
POSITION DESCRIPTION 
 
Working Title: Fish, Wildlife and Parks (FWP) Division IT Portfolio Manager 
Classification:  IS Business Automation – Specialist 
 
Purpose of the Position:  
Under general supervision, this position reports to the Information Technology Section Chief in the 
Fish, Wildlife Parks Division within the Office of Business Services.  This position is responsible for 
management and coordination of the portfolio of IT projects for all programs within the Division of 
Fish, Wildlife, and Parks.  The position will have the advanced skillsets in project planning, business 
and resource management along with analysis and design to manage projects for programs within 
the FWP Division.   This position leads project teams for developing specialized Information 
Technology (IT) applications to ensure the FWP Division and its partners are able to streamline their 
business functions. This position is part of a section of IT professionals at the Division-level.  The 
position requires a strong knowledge base and experience: managing IT application development 
efforts; understanding and managing data architecture; serving as a business analyst with the 
aptitude and desire for creating solutions; collaborating and coordinating tasks across programs and 
divisions to determine best solutions and synergies across systems, negotiating solutions, mentoring 
others in the division and working on development teams to integrate complex IT solutions in desktop, 
mobile, GIS and web environments.   
 
The position independently completes advanced analysis (feasibility, cost-benefit, systems 
requirements) and interprets business requirements for technical staff and contractors.  The position 
plans and manages application development and assists with budgets through the entire project life 
cycle for the portfolio of IT projects in the FWP Division, following the FWP Division IT project review 
process. This position will track investments, establish and track strategic IT goals for the section and 
division to improve IT efficiencies and effectiveness through prioritization, planning and management 
of projects.  The position ensures that FWP Division IT applications meet department and enterprise 
standards.  This position maintains contemporary knowledge and expertise by staying abreast of 
current research and maintains an effective professional network. The customer base for this position 
is the entire FWP Division staff, colleagues throughout the Department and other IT and business 
partners as well as corresponding programs at other local, state and federal agencies.   
  
Location, Geographic Scope and Travel Requirements:  
This position is based in Madison with responsibilities statewide. Occasional travel within the state is 
required for meetings, conferences, staff training, etc.  Travel out-of-state is rare. 
 
Responsibilities and Accountabilities: 
 
35%    A. Develop and maintain Project and Portfolio Management for the division 

A1. Assists in implementation of an IT Governance for the Division, including ongoing 
monitoring of the portfolio governance process. 

A2. Assist with identifying and implementing process tools for the division including, 
documentation of process, creation of forms, templates and dashboards. 

A3. Identify continual process improvements for the division and work to initiate 
implementation. 
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A4. Identify and implement communication methods for IT projects and related IT 
topics for the Division. Facilitates and assists in proper articulation and 
communication of accurate expectations of project progress, project prioritization 
and project delivery timelines, including status reports, dashboards, templates. 
Ensure continuous communication and alignment between IT and the rest of the 
division or department. 

A5. Create a clear process for division project intake including the need for visibility, 
single source locations, documentation, metrics, service solutions, standards, 
success measures, training and awareness. 

A6. Promote clear, concise communications, information and governance of projects 
that lead to productive, effective, efficient, understanding and decisions. 

A7. Uncover and facilitate risk assessments and implement mitigations plans, 
continue monitoring, steering and closure of risks and issues throughout project. 

A8. Identify and monitor budget for fiscal investments for the division. Ensure 
continuous alignment of project investments and initiatives with business strategy 
based on changing functional needs, resource capacity constraints, risk 
exposure and interdependencies. 

A9. Identify processes for prioritization to ensure constant, consistent and adaptable 
to changing demands across all programs in the division.  Ensure that Division 
level IT projects meet highest priority needs.  (intake process/PR specific 
projects. 

A10. Lead efforts and coach others in consistent charter development, requirements 
definition, documentation of business uses cases and project management 
across the division and programs. 

A11. Identify, track and maintain an inventory of all program applications within the 
Division. 

A12. Represent the FWP Division and participate in DNR PPM Collaboration meetings 
and initiatives. Collaborate with DNR project and portfolio management lead and 
team to incorporate project delivery metrics and lessons learned into portfolio 
views. 

A13. Coordinate and assist with After Action Plans related to projects or incidents, 
including documentation and follow up related to action items. 

A14. Develop technical policies, procedures and standards for the use of complex or 
emerging technologies for use within the FWP Division. 

A15. Coordinate, develop, document, monitor and implement a process and 
governance for IT Strategy and Goals for the division, including tools and 
communications for awareness. 

A16. Advise FWP Division staff on Departmental and Enterprise policies and rules 
governing IT systems and devices. 

A17. Maintain knowledge of new and emerging technologies and recommend 
strategies for increased service delivery options and cost savings to FWP 
Division management. 

A18. Evaluate Enterprise and Departmental proposals for new IT policies and advise 
FWP Division management on impacts to operations and finances and 
recommend strategies and timelines for implementation. 

A19. Identify issues affecting agency-wide integration of information systems and work 
with FWP division IT staff and BTS management to resolve these issues. 

A20. Implement resource management processes and tools to manage resource 
utilization and skillsets track and align with strategic goals. 
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A22. Consult with other staff on statewide planning for application technology to be 
incorporated into an IT plan 

30%    B. Collaborate and manage IT projects for the division to maximize efficient and effective 
use of human and fiscal resources. 

 B1. Lead, manage and successfully implement quality IT projects. 
B2. Identify and create methods and tools for portfolio management processes and 

procedures including forms and templates. 
B3. Plan, monitor, and oversee the IT project budgets, timelines and work activities 

for projects within the FWP Division for the development of applications or the 
acquisition and installation of purchased software. 

B4. Develop project timelines, create project plans, track project development 
progress, status and budget for projects in the FWP Division and assist IT Project 
Managers and others doing so. 

B5. Help mentor and oversee the work of contractors and division IT staff, orient 
them to DNR standards and procedures, provide them with direction and 
guidance in their analysis, and ensure that critical issues are raised to FWP 
Management for resolution. 

B6. Ensure that information systems developed by contractors or internal staff will 
integrate well with other DNR information systems, assist with technical quality 
assurance reviews, ensure that technical documentation meets policy 
requirements and is adequate to maintain the application, and ensure that 
contractors provide sufficient training enabling FWP staff to maintain and 
enhance the information systems after contracts are completed. 

B7. Prepare regular status reports for projects and resolve issues to maintain 
consistent progress on projects with division IT staff and management. 

B8. Design, develop, and implement application architectures, which includes the 
interrelations between individual applications and the infrastructure required to 
support them. 

B9. Assist FWP Program IT staff and others with setting training objectives and plans 
related to division/program applications for business area experts, program area 
liaisons, and division training staff. 

B10. Lead teams of application professionals, determine resources, and skill needs, 
and assign tasks to ensure efficient and effective IT projects. 

B11. Implement resource management processes and tools to manage resource 
utilization and skillsets track and align with strategic goals. 

B12. Consult with other staff on statewide planning for application technology to be 
incorporated into an IT plan. 

B13. Develop and review budget/grant initiatives for IT related projects to ensure that 
FWP Program IT staff have planned for adequate resources to complete the 
projects and raise issues to management through appropriate communication 
mechanisms regarding how the proposed projects will fit with other planned 
projects. 

B14. Identify issues affecting agency wide integration of information systems and work 
with division IT staff and OCIO/BTS management to resolve these issues. 

B15. Follow department’s software development life cycle methodologies and 
practices and assist other division IT staff in doing so. 

B16. Work with developers to document applications and develop system and 
programming specification including data models for various audiences including 
other developers, operations staff, data and network administrators and 
application users. 
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B17. Provide information, analysis and recommendations to FWP leadership on issues 
related to IT technologies, techniques, standards, systems and department wide 
policy. 

B18. Develop issue briefs, create and analyze project proposals, budget initiatives, 
handbooks and contribute to those developed by other division specialists. 

 
25%    C. Analysis, design and maintenance of applications and systems. 

C1. Analyze division systems, data architecture and program needs, perform 
feasibility, cost-benefit system requirements and document the results.  

C2. Interview staff, define and document business needs, objectives, existing 
business procedures, benefits, new requirements and alternatives for automated 
systems. 

C3. Prepare time and cost estimates, work plans and report on the status of projects 
to stakeholders. 

C4. Develop and document system designs and work with staff to determine 
alternatives including integration with other systems. 

C5. Create documents that model objects, workflow, data and processes related to 
application development. 

C6. Design user interface for applications which meet current usability standards. 
C7. Design application components and develop application prototypes. 
C8. Prepare detailed documentation to meet project objectives, application 

architecture and processes to aide in application maintenance and support.  
C9. Develop and review procurement related proposals and documentation for 

development services or software.  Participate in procurement steps as assigned. 
C10. Lead and participate in application user design throughout the life of the project, 

coordinating with technical application design teams. 
C11. Interface with managers and management teams, presenting information about 

new or changed applications, changes in data architecture, potential new 
business opportunities due to technical advances, and impacts on business rules 
and processes. 

C12. Create and/or modify software and application designs as business needs or 
technologies change. This may include the need to improve performance, 
security, and reliability of applications when in use. 

C13. Develop technical understanding of purchased software. 
C14. Develop test strategies for unit testing, system testing and support for user 

acceptance testing. Assist with testing and debugging as assigned. 
C15. Develop and maintain the FWP division data architecture. 
C16. Troubleshoot, identify, and resolve production and development application 

problems. Resolve problems with the applications when necessary. 
C17. Collaborate and coordinate system changes and tasks across programs and 

divisions to determine synergies across systems that lead to best solutions for 
success. 

C18. Assist with establishing strategies and implementing processes for development 
of new web/mobile applications. 

 
 

5%    D. Participation in and leadership of section, division and department activities and projects. 
D1. Develop and support standards, procedures, guidelines and techniques to 

improve the overall effectiveness of IT, including application development life 
cycle methodologies and metrics. 
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D2. Carry out special assignments to respond to the needs of the division and 
department. 

D3. Assist with central process for hiring contractors for the division. 
D4. Consult with other IT staff or other agencies to assist them in project efforts on a 

limited basis. 
D5. Orient new employees to shop standards, procedures, and major application 

areas. 
D6. Assist in formal mentoring of new employees. 
D7. Share knowledge with team members and provide assistance in areas of 

personal expertise. 
D8. Assist with staff recruitments, including participating on interview panels and 

selection. 
D9. Assist in providing feedback for annual evaluations for staff including 

development of a training plan and the next year’s goals and objectives. 
D10. Identify and assist general and specific staff concerns and initiate appropriate 

actions to resolve concerns where possible. 
D11. Recommend desirable training and classification actions whenever possible 

through awareness and judgment. 
D12. Assist in maintaining high staff morale and productivity. Assist with developing 

methods to build and promote relationships with business and IT partners, 
including across the DNR divisions and programs. 

 
 
5%    E. Organizational Responsiveness. 

E1. Review and keep abreast of changes in knowledge and practices of position 
related activities in responsibilities. 

E2. Participate in job related training, conferences, seminars and organizational 
meetings and read technical publications to maintain a high level of knowledge 
concerning data processing and system development methods. 

E3. Represent unit on task forces or special committees to contribute to the 
understanding of the group and to gain knowledge of their perspectives. 

E4. Prepare forms and reports as necessary for personnel and budget accounting 
purposes in a timely manner. 

E5. Follow all general and position related safety requirements. 
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Knowledge, Skills and Abilities: 
 

1. Knowledge of customer service concepts and strategies with strong problem solving skills. 
2. Knowledge of web technologies for serving software and mapping system applications to 

customers 
3. Knowledge of relational database management, creation and maintenance including 

knowledge of Oracle and SQL. 
4. Knowledge of data collection procedures. 
5. Knowledge of application testing protocols and best practices. 
6. Knowledge and skill working with developers to create technical documentation. 
7. Knowledge and skill in business analysis. 
8. Knowledge and skill in project management. 
9. Knowledge of project/work plan development and management. 
10. Skill determining the data analysis needed to support decisions and aid in designs; also doing 

data analysis, including analyzing database structures, writing queries, and developing 
reports, documents, and/or communications. 

11. Skill working with subject matter experts, business analysts and other IT professionals in the 
development of technical specifications for use by programmers developing complex 
applications. 

12. Ability to manage multiple simultaneous complex IT projects, either as a business analyst or 
as project manager. 

13. Ability to analyze changes to IT architecture, assess the impacts on business systems, 
develop options to resolve resulting issues, and prepare and present information to 
management. 

14. Ability to contribute from a technical perspective on a project team through the entire IT 
project life cycle. 

15. Ability to communicate effectively to both technical staff and non-technical staff, including 
managers, both verbally and in writing. 

16. Ability to implement quality assurance/quality control practices with other IT professionals. 
17. Knowledge of the System Development Life Cycle. 
18. Organizational and time management skills. 
19. Ability to work in teams. 
20. Ability to lead and motivate others; demonstrating empathy and knowledge of personality 

types. 
21. Strong knowledge and understanding of business needs, with the ability to establish and 

maintain high level of customer trust and confidence. 
22. Ability to multi task. 
23. Ability to communicate and collaboration skills with internal and external staff and 

organizations. 
24. Knowledge of business, IT, financial and resource management dynamics, as this role 

requires a balance of all to successfully deliver quality projects. 
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Physical Requirements and Environmental Factors:  
Physical requirements include talking in front of groups, sitting for long periods of time, lifting and 
carrying 5 to 30 lb. Environmental factors include working indoors in an office setting and 
independently traveling to offices around the state. 
 
Equipment Used: Computers/laptops, headsets, smartphones, projectors/TVs, tele-presence 
meeting hardware, network printers, calculator, multi-function devices (copy, scan, fax, print), and 
telephone. 
 
Department Performance Objectives: 
 
Decision Making:  Able to analyze situations fully and accurately to reach productive decisions.  
Consults appropriate parties when necessary and identifies the key concerns and/or issues that need 
to be addressed in order to make the best decision possible, at the correct level of decision hierarchy.  
The desired outcomes for this competency include excellence and credibility in decision making. 
 
Service Excellence:  Makes customer service a top priority and constantly seeks to improve 
customer service.  Is responsive to changes in what customers want and need.  Delivers on promises 
made to customers and follows up appropriately.  The desired outcome for this competency is a 
strong connection to our customers. 
 
Effective Communications: Able to express ideas in a clear, concise and effective manner, whether 
speaking or in writing.  Uses correct grammar and sentence structure in communications.  Is a good 
listener, even when differing viewpoints are being expressed.  Openly shares information and keeps 
all relevant parties updated.  The desired outcome for this competency is strategic unity built on trust. 
 
Interpersonal Relationships:  Builds and maintains effective working relationships with others both 
internally and outside the organization; takes a positive and productive approach to resolving any 
conflicts which may arise.  Exemplifies the commitment to the DNR’s core value of respect; to work 
with people, to understand each other’s views and to carry out the public will, maintain integrity, and 
treat everyone with fairness, compassion and dignity.  The desired outcome of this competency is a 
shared mind set and pool of meaning. 
 
Leadership:  Fosters and encourages support from his/her team to accomplish objectives, follow 
procedures, and accepts suggestions; inspires confidence and respect; motivates people to achieve 
agency goals and objectives; promotes respect, honesty, integrity, and fairness to all.  Enforces 
standards/rules fairly and consistently and leads with courage.   The desired outcomes for this 
competency are accountability through ownership of the work, staff alignment with agency direction, 
and full engagement of all employees. 
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