
Assistant Project Manager 

 
Position Type: Temporary 1099-NEC 
SALARY: $20 / hour 
Work Schedule: 20 hours per week 
Length: One to 6 months 
 

I. The Assistant Project Manager candidate, under the supervision of the Project Manager 
Oyie Esguerra, evaluates, develops, maintains, implements and modifies the following, 
but not limited to, FMCC’s computer-based business applications such as: 

1. PushPay 
2. TV ProGear Broadcasting System 
3. Sound System 
4. Servant Keeper 
5. Quickbooks 

 
II. Desirable skills and knowledge of Microsoft products such as: 

1. Excel 
2. Word 
3. PowerPoint 
4. Access 
5. SQL Data Server 

 
III. Other Duties: Coordinates and conducts end-user training programs; serves as trouble 

shooting consultant to FMCC’s systems by correcting errors and answering operating 
inquiries; assists end users to facilitate system operation; creates and imbeds the graphics 
that we use for service announcements for both services and PushPay promotion; and 
may occasionally be assigned to other duties to meet technological changes or emergencies. 

IV. Qualifications: A good knowledge of data processing fundamentals such as: types of 
hardware and their uses, communications principles and related equipment, and data 
processing (input/output) steps. The ability to analyze and evaluate procedures, methods, 
operations and systems to improve the efficiency and economy; the ability to recognize and 
operate basic system components such as printers, disk drives, broadcasting system and 
related peripherals; the ability to access automated files and generate computer reports 
using high-level retrieval language; the ability to train and orient employees in the objectives, 
techniques and uses of computer-based information systems; the ability to read and 
comprehend technical material; the ability to communicate effectively both orally and in 
writing; the ability to prepare clear, concise and well organized written materials such as 
narrative and technical reports, user manuals, instructions, memos, etc. The ability to deal 
tactfully and effectively with other individuals, groups and agencies. 

V. Send resume to board@mccla.org. 

VI. Application deadline: February 4, 2021. 

VII. Qualified applicants will be interviewed online: February 6, 2021. 
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