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Overview 

• Program Administrator 
• 6 Month Process 
• Traditional vs Distribted  
• Quantifiable Analysis 
• Change Management 
 
 



Values 

• Good communication 
• Inclusivity of all staff, at all levels 
• Respecting legacy 



Strategic Plan 

• Routine 
• Ranked goals 
• FYP 



Project Charter 

• Identify Stakeholders/Roles 
• Boundaries/Exclusions 
• Buy-in 





Gantt Chart 

• Shared Document 
• Google Drive 
• Bite Size Pieces  





Review of Administrator’s Duties 

• “Current” Job Description 
• Records vs Distribution 
• Management vs Professional Duties 

 





Gap Analysis 

• Reviewed Administrator’s position 
• Reviewed strategic plan 
• Division of duties 

 







New Position Description 

• Worked with HR SME 
• Distribution/redistribution of duties 
• Review by stakeholders 





New FTE 

• Hiring 
• Mentoring 



What if…? 

• someone leaves suddenly?  
• the retiree doesn’t give a date?  
• a supervisor is still needed?  



Jenny Mundy 
jennifer.mundy@multco.us 
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