 BULLETIN 2021-68                    	  July 12, 2021
	U.S. Department of Labor
Employment and Training Administration, Office of 
Apprenticeship (OA) 
Washington, D.C.  20210
	Distribution:
A-541 Hdqtrs
A-544 All Field Tech
A-547 SD+RD+SAA+; Lab.Com
	Subject:  Revision to Appendix A National Guidelines  for Apprenticeship Standards  for CompTIA
 
Code:  400.1     

	Symbols:  DRAP/DMc
	
	Action:  Immediate

	
PURPOSE:  To inform the staff of OA, State Apprenticeship Agencies (SAA), Registered Apprenticeship program sponsors and other Registered Apprenticeship partners of a revision to Appendix A to include the occupation listed below to the CompTIA National Guidelines for Apprenticeship Standards. 
    
BACKGROUND:  This revision to Appendix A to the National Guidelines for Apprenticeship Standards, was submitted by Mr. Todd Thibodeaux, President/Chief Executive Officer on behalf of CompTIA were approved by the OA Administrator on 
June 11, 2021, for the following occupation:  

TECH PROJECT COORDINATOR
(Existing Title:  IT Project Manager)
O*NET-SOC CODE:  15-1299.09	
RAPIDS CODE:  1048CB
Training Type:  Competency-based


ACTION:  This bulletin is being provided to OA staff for informational purposes only.  The Region 3, Regional Office will be responsible for maintenance and technical assistance regarding this program. 

[bookmark: _GoBack]If you have any questions please contact William Kraus, Deputy Regional Director, Region III, at (404) 980-7355.

NOTE:  This bulletin is being sent via electronic mail.  
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WORK PROCESS SCHEDULE

TECH PROJECT COORDINATOR 

(Existing Title:  IT Project Manager)

O*NET-SOC CODE:  15-1299.09	RAPIDS CODE:  1048CB



[bookmark: _GoBack]Description: Responsible for managing an organization’s information systems’ project–based work, including the start-up, execution and closure of IT projects. Meets with project sponsor(s) to determine business needs, then utilizes a proven methodology to plan, direct, monitor, adjust and control a project while measuring, documenting, and reporting on progress toward project goals. Resolves issues of scope creep, resource availability, budget constraints and deadlines as they come up. Continually evaluates and mitigates project risks; communicates with stakeholders; supervises the project team; oversees vendors and contractors; and is generally responsible for project timeliness, cost, and quality outcomes. 



		Work Duties (Required Competencies)

		Competent (Y/N)



		Part 1– Basics of Project Management

		



		1

		Demonstrate knowledge of the properties of a project.

		



		2

		Demonstrate knowledge of project roles and responsibilities.

		



		3

		Demonstrate knowledge of standard project phases.

		



		4

		Demonstrate knowledge of basic cost control models for projects.

		



		5

		Demonstrate knowledge of organizational structures for project teams.

		



		6

		Demonstrate skills required to execute and develop project schedules.

		



		7

		Demonstrate knowledge of basic Agile project management methodologies.

		



		8

		Demonstrate knowledge of resource management (including human resources).

		



		Part 2 – Managing Project Constraints

		



		9

		Demonstrate skills required to predict the impact of constraint variables and other influences throughout the project lifecycle.

		



		10

		Demonstrate knowledge of risk strategies and risk management activities.

		



		Part 3 – Communication and Change Management

		



		11

		Demonstrate skills required to use the appropriate communication method in a given situation.

		



		12

		Demonstrate knowledge of factors that can influence one’s choice of communication strategy.

		



		13

		Demonstrate knowledge of project events that would trigger communication to stakeholders and determine the target audience and rationale.

		



		14

		Demonstrate skills required to use change-control processes within the context of a project.

		



		15

		Demonstrate knowledge of types of organizational change like mergers/acquisitions, internal restructuring, relocation and outsourcing.

		



		Part 4 – Project Tools and Documentation

		



		16

		Demonstrate knowledge of various project management tools.

		



		17

		Demonstrate skills required to analyze project-centric documentation.

		



		18

		Demonstrate knowledge of partner- or vendor-centric documents and their purpose.

		



		Part 5 – General IT Terminology and Concepts

		



		19

		Demonstrate knowledge of notational systems.

		



		20

		Demonstrate knowledge of basic data types.

		



		21

		Demonstrate knowledge of computing and processing basics.

		



		22

		Demonstrate knowledge related to the importance of data and information.

		



		23

		Demonstrate knowledge of units of measure in IT.

		



		24

		Demonstrate knowledge of a troubleshooting methodology.

		



		Part 6 – Computing Infrastructure

		



		25

		Demonstrate knowledge of input and output interfaces.

		



		26

		Demonstrate skills required to install and deploy peripheral devices for common computing devices.

		



		27

		Demonstrate knowledge of internal computing components.

		



		28

		Demonstrate knowledge related to types of internet service.

		



		29

		Demonstrate knowledge of types of storage.

		



		30

		Demonstrate knowledge of computing devices.

		



		31

		Demonstrate knowledge related to the basics of networking concepts.

		



		32

		Demonstrate skills required to deploy, secure and maintain a basic wireless network.

		



		Part 7 – Software and Applications

		



		33

		Demonstrate knowledge related to the purpose of operating systems.

		



		34

		Demonstrate knowledge related to modules of an operating system.

		



		35

		Demonstrate knowledge of the purpose of software.

		



		36

		Demonstrate knowledge related to methods of application delivery models.

		



		37

		Demonstrate skills required to use web browsers.

		



		38

		Demonstrate knowledge of general application concepts.

		



		Part 8 – Software Development and Database Basics

		



		39

		Demonstrate knowledge of programming languages.

		



		40

		Demonstrate knowledge of general programming concepts.

		



		41

		Demonstrate knowledge of the purpose of databases.

		



		42

		Demonstrate knowledge of database structures.

		



		43

		Demonstrate knowledge of database interface methods.

		



		Part 9 – Security

		



		44

		Demonstrate knowledge related to the importance of confidentiality, integrity and availability.

		



		45

		Demonstrate knowledge of device security methods.

		



		46

		Demonstrate knowledge of security concepts related to behavior.

		



		47

		Demonstrate knowledge of authentication, authorization, accounting and non-repudiation.

		



		48

		Demonstrate knowledge of best practices for password use.

		



		49

		Demonstrate knowledge of encryption use cases.

		



		50

		Demonstrate knowledge of business continuity.

		



		Part 10 – Business Acumen

		



		51

		Demonstrate a basic understanding of the employer’s corporate structure and business model, including its product and services portfolio, its primary customers, and its top competitors.

		



		52

		Demonstrate a basic knowledge of the employer’s brand messaging, its value proposition in the marketplace, and key success metrics.

		



		Part 11 – Employability Skills

		



		53

		Demonstrate skills to provide competent customer service using active listening and empathy during various interactions (e.g., in-person, over telephone, email, and chat).

		



		54

		Demonstrate ability to manage stress and other emotions in the workplace to reduce conflict, foster collaboration, and promote wellness.

		



		55

		Demonstrate skills required to take and give productive critical feedback.

		



		56

		Demonstrate skills required to problem-solve using critical thinking, clarifying questions, and knowing when to escalate a situation to a superior.

		



		57

		Demonstrate skills to explain complex issues to non-technical customers without jargon or blaming.

		



		58

		Demonstrate ability to conduct oneself with integrity, professionalism, and in accordance with organization policy and procedure.

		



		59

		Demonstrate skills to communicate with colleagues, managers, and end users effectively and clearly, in a timely manner.

		



		60

		Demonstrate ability to use language, tone of voice, and non-verbal  communication to neutralize conflict in the workplace.

		



		61

		Demonstrate skills required to collaborate effectively with team members from across the organization.

		



		62

		Demonstrate ability to use respectful cross-cultural communication to work successfully across the organization and with diverse coworkers.

		



		63

		Demonstrate knowledge required to manage time effectively, minimizing distractions to maintain productivity, prioritize work appropriately, and meet deadlines with situational awareness.

		



		64

		Demonstrate ability to adapt to changing organizational landscape.

		
















RELATED INSTRUCTION OUTLINE

TECH PROJECT COORDINATOR

(Existing Title:  IT Project Manager)

O*NET-SOC CODE:  15-1299.09	RAPIDS CODE:  1048CB



Method of Delivery: in-house training, classroom, and/or online.

Source of Instruction: any combination of community college, private industry training provider,  sponsoring employer, or computer-based training.

Note: These are National Guideline Standards. Course titles and classes may differ slightly              depending upon the RTI provider.



		Related Instruction Descriptions

		Approxi-

mate Hours



		New Employee Skills

· Safety training

· Company orientation including privacy and confidentiality

· Tools (internal messaging apps, office applications)

· Sexual harassment prevention



		15



		Business Acumen

· Company vision, mission, and key success metrics

· The company’s products and services and value proposition in the market

		3



		Employability Skills

· Managing conflict

· Being an effective team member

· Business communication etiquette

· Interpersonal communication

· Intercultural communication

· Critical thinking

· Time management

· Workplace wellness and managing stress

· Handling workplace change

· Leading across generations and personalities

· Understanding diversity, equity, and inclusion fundamentals

		60










		Related Instruction Descriptions

		Approxi- mate

Hours



		Technical and Professional Skills Covered by CompTIA Project+ Coursework and Certification

· Project Basics: Summarize the properties of a project. Classify project roles and responsibilities. Identify standard project phases and the basics of a project cost control, project scheduling, and Agile methodology. Explain the role of resource management (including human resources).

· Project Constraints: Given a scenario, predict the impact of various constraint variables and influences throughout the project. Explain the importance of risk strategies and activities.

· Communication and Change Management: Given a scenario, choose the appropriate communication method. Compare and contrast factors influencing communication method choices. Explain the project events that would trigger communication to stakeholders and determine the target audience and rationale. Given a scenario, use the proper change control process.

· Project Tools and Documentation: Recognize the types of organizational change. Compare and contrast various project management tools. Given a scenario, analyze project-centric documentation. Identify common partner- or vendor-centric documents and their purpose.

· CompTIA Project+ ebook, and CertMaster Practice (or similar courseware).

· Pass CompTIA Project+ Certification. 

		81.5



		Project Management Skills 

· Agile software development methodology fundamentals

· Managing effective teams

· Popular project management productivity tools (e.g., Atlassian Confluence, Microsoft Teams, Slack, etc.)

· Pivotal project management specialties (requirements, schedules, budgets, procurement, problem solving)

· Rightsizing project management approach for small to large projects

· Risk mitigation techniques

· Stakeholder management techniques

· Strategic communications

		31



		Technical and Professional Skills Covered by CompTIA IT Fundamentals (ITF+) Coursework and Certification

· IT Concepts and Terminology: Compare and contrast notational systems, fundamental data types and their characteristics. Understand the basics of computing and processing and the value of data information. Compare and contrast common units of measure in IT. Explain troubleshooting methodology.

· Infrastructure: Classify common types of input/output device interfaces. Given a scenario, set up and install common peripheral devices to a laptop/PC. Explain the purpose of common internal computing components. Compare and contrast common Internet service types, storage types, and common computing devices and their purposes. Explain basic networking concepts. Given a scenario, explain how to install, configure and secure a basic wireless network.

· Applications and Software:  Compare and contrast components of an operating system. Explain methods of application architecture and delivery models. Given a scenario, configure and use web browsers. Compare and contrast general application concepts and uses.

· Software Development: Compare and contrast programming language categories. Given a scenario, use programming organizational techniques and interpret logic. Explain the purpose and use of programming concepts.

· Database fundamentals: Explain database concepts and the purpose of a database. Compare and contrast various database structures. Summarize methods used to interface with databases.

· Security: Summarize confidentiality, integrity and availability concerns. Explain best practice methods to create passwords and secure devices. Summarize behavioral security concepts. Compare and contrast authentication, authorization, accounting and non-repudiation concepts. Explain business continuity concepts.

· CompTIA IT Fundamentals (ITF+) CertMaster Learn, CompTIA Labs and CertMaster Practice (or similar courseware).

· Pass CompTIA IT Fundamentals (ITF+) exam.

		41.5





		Customer Engagement Skills Covered by the IBM Professional Certificate*

· Communication skills focused on clear concise communication and listening

· Appropriate empathetic behavior such as such as patience, curiosity,   and willingness to help

· Problem-solving to research an issue and help determine an appropriate resolution

· Process adherence to ensure the proper flow and Service Level Agreements are met

*or similar customer service training

		25









TOTAL MINIMUM HOURS: 257




