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PROJECT MANAGEMENT 
 
 
 
 
 
 
 
 
 
 
 

Project Manager 

Designs, plans, and coordinates work teams. Follows standard project management industry practices such as the PMI's framework. Understands business and technical objectives of a project and works 
closely with project sponsor. Develops detailed work plans, schedules, project estimates, resource plans, and status reports. Conducts project meetings and is responsible for project tracking and analysis. 
Ensure adherences to quality standards and reviews project deliverables. Manages the integration of vendor tasks and tracks and reviews vendor deliverables. Provides technical and analytical 
guidance to       project team. Recommends and takes action to direct the analysis and solutions of  problems. Communicates to client/vendors. Creates project charter and work plan and tracks budget 
and schedule             progress via appropriate metrics. Establishes project organization and methodologies and defines roles and responsibilities. Documents risks and develops mitigation plans. 
Manages scope. Creates and implements a communication plan. Builds an effective team, assigns tasks to team members, and evaluates outcomes. Negotiates resources. Communicates to 
stakeholders and project sponsor. Identifies,       tracks, and ensures resolution of issues and removal of barriers. Provides technical support to project team members. Handles complex application 
features and technical designs. Designs and implements             the components required for complex application features. Generally manages a group of applications systems analysts. Relies on 
experience and judgment to plan and accomplish goals. Professional certification is highly desirable. 
 
Solid understanding of various SDLC models such as Waterfall, Spiral, Agile etc. Strong working experience on various Project Management software and tools. Solid understanding of IT project 
management best practices. 
 
May require specific PC, workstation, operating system, application or platform skills. Provides overall direction to the formulation, development, implementation, and delivery of a project. Exercises 
management responsibility over the achievement of performance, revenue, and profit objectives of  a project and its contracts.   Ensures that the project plan maintains tasks, schedules, estimates, and 
status,          and disseminates information to team members and customers. Creates  a  structure  and  organization  for the  management of  a complex environment with  emphasis on  quality, 
productivity, and consistency. Directs corrective actions in any area where performance falls below objectives. Arranges for the assignment of responsibility to other supporting facilities, business areas, 
and support functions, and monitors their performance. Self-directed and independent. Responsible for the coordination and completion of projects. Oversees all aspects of projects. Sets deadlines, 
assigns responsibilities, and monitors and summarizes progress of project. Prepares reports for upper management regarding status of project. 
 
Understands EIR Accessibility requirements and their technical specifications. Ensures the EIR Accessibility is integrated into the project lifecycle at the appropriate points (planning, design, 
development, test, etc.) and ensures that resources are included to implement EIR accessibility within the project. 

 

Project Manager 1 

3- 7 years of experience in the field or in a related area. Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment to plan 
and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with considerable latitude for the use of initiative and independent judgment. 
Minimum of three (3) years of progressive broad-based information systems, system integration and project delivery experience. Experience working with external vendors and/or Quality Assurance 
efforts a plus. 

 
Project Manager 2 8 or more years of experience, relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a wide degree of creativity and latitude 

is expected. Certification in Project Management by a recognized project management organization or Scrum Master a plus. 

Project Lead 

The Project Lead shall have day to day responsibility for management of a project team, providing technical team leadership on complex projects. They are responsible for program design, coding, 
testing, debugging, documentation and support. They shall have full technical knowledge  of all  phases of  applications systems  analysis and  programming. There  may be  multiple phases  of the  
project for which they  have responsibility. This person shall manage day-to-day execution of design, development, testing and implementation activities; actively encourage and facilitate communication 
between the business analysts, development, and QA teams; and ensure that system requirements are documented, complete, accurate and approved. 
 
This person shall ensure formal design reviews are held regularly for each iteration or code cycle and work with program leadership team to establish and manage the project iteration and 
release cycles and attend release planning meetings. This person shall manage development activities and coordinate technical and application components with other Company projects and 
applications; ensure that  appropriate system support and maintenance documentation is complete, which includes support documentation for Help Desk support and maintenance staff. This 
person shall also review release notes for accuracy, and work with Project Delivery Manager to determine project resource requirements. 
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Understands EIR Accessibility requirements and their technical specifications. Ensures the EIR Accessibility are planned and performed at the identified phases of the project or procurement. 
Makes appropriate trade offs to ensure that accessibility requirements and criteria are maintained throughout the development / procurement process.  

 
Project Lead 1 1- 7 years of experience in the field or in a related area. Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment to plan and 

accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with considerable latitude for the use of initiative and independent judgment. 

Project Lead 2 8 or more years of experience, relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a wide degree of creativity and latitude is 
expected. 

INFORMATION TECHNOLOGY SERVICE MANAGEMENT (ITSM OPERATIONS) 

Organizational Change 
Management 
OCM Analyst 

The primary role and responsibility of OCM analyst is to schedule, plan and execute releases, develop release plans, oversee release milestones, monitor related dependencies, manage risks and issues to 
ensure timely resolution. Executes project-level change strategies, including  the  measurement  of  change  readiness  and  long-term  sustainability.  Assists  in  planning  and  designing  business  
processes;  assists in formulating recommendations to improve and support business activities. The analyst ensures the successful project delivery, long-term sustenance and continuous process 
improvements. Assists in creating basic test scenarios to be used in testing the business applications in order to verify that client requirements are incorporated into the  system design. The OCM analyst 
works closely with the risk  managers, application development team, quality assurance team, and other technology partners (DBAs, SAs, etc) to provide complete the IT  Operations'  tasks.  The  
activities  are  creating  change  ticket, performing application releases, automate production release process, create reports/status updates, refresh environments for testing and scheduling/coordinating 
infrastructure activities. Manages scope - review changes with the Customer Director/Manager or the Program Manager, then resolve  and  document  those  changes  with  the  product  owners.  
Coordinates  testing  and  communication  strategies.  Manages RFC documentation, make copies and files as needed. Tracks and reports on delinquent RFC completion status reporting; obtains data from 
RFC submitters. Reports status of each RFC. 
 
Experience in being a team player in change management process. Possess in depth knowledge of each line of business in order to anticipate necessary changes in related to training, communications, 
stakeholder buy-in, behavioral change to facilitate successful implementation of software applications and systems. 
 
Understands EIR Accessibility requirements and their technical specifications. Ensures the EIR Accessibility is integrated into the project lifecycle at the appropriate points (planning, design, 
development, 
test, etc.) and ensures that resources are included to implement EIR accessibility within the project. 

 
OCM Analyst 1 

Overall experience of 2 to 5 years of experience in IT operations with solid Change Management knowledge. At least 2 years of experience in change management background, based on ITIL principles 
and practices. In addition, good knowledge on other ITSM processes. Proven service management background, based on ITIL principles and practices 
Prosci or Change Management Advance Practitioner (CMAP) credential (preferred). 

 
OCM Analyst 2 

Overall experience of 4 to 7 years of experience in IT operations with solid Change Management knowledge. At least 3 years experience in change management background, based on ITIL principles 
and 
practices. In addition, good knowledge on other ITSM processes. Minimum 3 years of experience maintaining rigorous check points while constantly and consistently ensuring projects stay on time, within 
budget and meets quality standards. Coordinates testing and communication strategies. 
 
Proven service management background, based on ITIL principles and practices.  tpPPPPP 
  
Prosci or Change Management Advance Practitioner (CMAP) credential (preferred). 
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INFORMATION TECHNOLOGY TRAINING 
 
 
 
 
 
 
 
 
 
 
 

Information Technology Training 

 
Responsible for preparing, conducting, and evaluating technical training programs. Writes literature and materials to be used in programs and designs exercises to enhance lectures. Shall 
deliver on-site and web-based training courses covering any number of software solutions. 
 
Leads development of infrastructure for information delivery, as well as taking part in the writing and maintenance of training material and supplementary technical documentation. Creates instructor 
materials (course outlines, background material, instructional materials, and training aids), as needed for  different  COTS  Products/Current  IT-Driven  in-house  solutions  as  well  as  desktop  support  
processes,  i.e.  Remote Access Systems, RAS step by step procedure. Assists with formatting training materials created by other DIR Staff as requested. Determines needs and develops plans to meet 
the need of customers. Assists in design of computer-based and multimedia curriculum. Shall be planning, directing and undertaking classroom training, electronic learning, multimedia programs, and 
other computer- aided instructional technologies, simulators, conferences and workshops. The trainer will manage the training program in accordance  with business  needs, regulatory requirements, and  
Quality Management  System. Help staff with their productivity reporting both within and without the agency. Researches and recommends vendors and  costs for  various training  methods including: 
training classes  from  outside  vendors; books; ready made training guides; computer or web based training. Stay current with developments in computer training field, especially alternative media/methods 
for instruction. 
 
This instructor uses a computer to organize and draft a curriculum that breaks a complex subject into blocks or units of  instruction,  creates  graphics,  and  integrates  them  into  curriculum. Courses  
may be instructor based, computer-based, simulator based, interactive, or non-interactive. This instructor also teaches short technical courses in accordance with approved curriculum to maintain 
proficiency and to evaluate and develop new instructional techniques/courses. Job duties also include the following: incorporation of new curriculum in the teaching process (e.g., develops clarification or 
examples of application related to the subject matter), development and maintenance of classroom echniques that reflect professionalism and good discipline and enhance teaching, development of  
alternative teaching  techniques and scenarios to maintain high motivation nd interest in the subject areas, and while  acting  as  the  testing  officer, the conducting  of test  analysis and  development or 
revision of  test items.-The  Training Specialist is primarily responsible for working with a team of Training Specialist in technical and system curriculum delivery, revision and maintenance. 
 
This specialist will gather, analyze, translate and compose technical information into clear, readable materials to be used by technical and non-technical personnel. Collect data and analyze audiences 
and 
training needs, based on new business processes and policies, and apply these into successful training delivery. This specialist will teach technical courses in accordance with approved 
curriculum to maintain proficiency and to evaluate and develop new instructional techniques/courses. 
 
Has a basic understanding of EIR Accessibility and assistive technologies used by people with disabilities. Understands protocols for communicating with customers requiring special assistance to  
obtain required or requested information. 
 

 
End User Trainer 1 

Minimum 3 to 5 years of training work experience delivering technical training. Minimum 3 years of experience conducting classes regarding software solutions, IT security, IT system installation, software 
programming, system maintenance, and repair of software, operational support best practices, and equipment. Experience with web-based learning management systems and e-Learning authoring tools. 
Expert knowledge of MS Office Suite 2010 (Word, Excel, PowerPoint, Outlook). A high degree of aptitude and flexibility to deliver training on a myriad of software products. Experience in delivering technical 
training in cloud based technology is a plus. 

 
 

End User Trainer 2 

Minimum 5 to 8 years of experience designing, developing and implementing training curricula. Develop training programs, including web-based and instructor led courses, job-aids, videos, etc.. Minimum 5 
years of experience conducting classes regarding standard operating procedures of various software solutions, IT security, IT system installation, software programming, system maintenance, and repair of 
software, operational support best practices, and equipment. Experience with web-based learning management systems and e-Learning authoring tools. Expert knowledge of MS Office Suite 2010 
(Word, Excel, PowerPoint, Outlook). A high degree of aptitude and flexibility to deliver training on a myriad of software products. Experience in delivering technical training in cloud based technology is a 
plus. 

 
 
 


