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Job Description

Job Title:
Manager, Project Office
Job Code:
JE3547
Job Grade:
MT4
SJC Code:
TBD

Reports to:  
Manager, PMO
EEO-1/Job Family:
Officials/Managers
Supervises:
An assigned staff
Created/Revised:
March 23, 2005
Ed/Exp:
BA/7 Years
Travel:
< 25%
Lic/Cert:
None
Environment:
General Office


Objective:  To manage IT projects through designated project managers. To measure and validate optimal use of project management resource pools.  To comply with standards established by Jeppesen Technology Services (JTS) and Project Management Office (PMO).  To provide project management mentoring, and monitor and provide status on projects.  To prioritize and escalate project completion and support, as required or requested.  To validate compliance to approved cost-effective technologies and methods.  To manage an assigned staff and budget.
Essential Functions: 
1. Manages PMO project management staff to approved, funded projects based on understanding of priority, risks, availability, and match of project need with resources and competencies.

2. Provides continuous leadership, coaching, development and performance feedback to project management staff. Plans, administers, schedules, budgets, staffs, monitors and reports status, progress, best practices, costs, and budgets.

3. Reviews and approves project schedules and plans in compliance with standard practices, budget, scope and quality standards.

4. Takes action to expedite the completion of projects as scheduled, including but not limited to reassignment of staff, addition to staff, budget change recommendations, and project realignment and reassessment.

5. Establishes clear, concise, and complete communications and reporting.  Monitors and validates the effectiveness of all communications and reporting against project deliverables. 

6. Keeps IT management and appropriate business units and audiences informed of overall project office status at all times via briefings to management.

7. Anticipates interdependencies and risks that require coordination, tracking and resolution across different projects and programs.

8. Mediates issues and conflicts between groups and/or projects.

9. Monitors and reports project status, costs, budgets and compliance with methods and standards.

10. Recommends audits for IT projects at any time or location, and in conjunction with the auditor, validates the status of actual work against client requirements, business unit objectives, and against other agreed-upon standards.

11. Suspends or terminates project activity until corrective action has been implemented and validated, as directed. 

12. Selects, trains, develops, rewards and manages an effective staff.  Disciplines staff, as required.

13. Makes presentations to peers and other management on projects and status.
14. Performs other related duties, including special projects, as requested or required. 

Education/Experience: Bachelor’s degree in information technology, with an emphasis in IT project management in a large, complex environment, or the equivalent combination of related training, proficiency and experience. A Master’s degree is preferred.  Five (5) or more years of related experience, or the equivalent and validated proficiencies, which includes two (2) years of supervisory experience. 
Skills, Knowledge & Abilities: Demonstrated proficiency with software development methodologies (such as RUP), standards and procedures.  Demonstrated knowledge of multiple development technologies, languages and tools (i.e., Oracle, J2EE, .Net, C/C+, SQL, Unix, Windows, distributed applications,  web development, SOA, XML, and Microsoft Office).  Demonstrated proficiency with project management concepts and tools, configuration management and concepts,  software testing concepts and tools, and related industry trends and direction. Demonstrated proficiency managing large complex projects and issues.  Demonstrated proficiency making decisions quickly based on limited input.  Demonstrated proficiency hiring, developing, evaluating, rewarding and disciplining an assigned staff.  Demonstrated proficiency evaluating existing and proposed processes and implementing improvements.  Demonstrated proficiency creating an organizational structure and define responsibilities from business requirements. Demonstrated proficiency creating and managing within an approved budget.  Demonstrated proficiency managing multiple projects and priorities.  Demonstrated experience directing original research and analysis, and the consistent achievement of projected results based on analysis performed.  Demonstrated effective and diplomatic oral and written communication skills, including making scheduled/unscheduled presentations before diverse domestic and international business development teams, executive management, and external clients.  Demonstrated experience using diplomacy to negotiate, to resolve service conflicts, and to persuade others to embrace strategies proposed.

Licensure/Certification: Certified Project Manager Professional certification (PMP) is desired.

Performance Requirements: Employee must comply with Jeppesen’s policies and procedures, including but not limited to: attendance, harassment, EEO/AA, confidentiality, security, safety, conflict of interest, ethics, copyright and patent, completion of core management development requirements, and use of company equipment/products/services, etc.
Physical Requirements: Character and scope of essential functions require constant sitting, seeing, hearing, repetitive motion, and occasional lifting of general  office materials [reams of paper, telephone books, flight manuals, binders, etc., typically weighing ten (10) pounds or less.  Employee must comply with safety and security requirements, and wear Personal Protective Equipment (PPE) as requested or required.
Competencies: Customer Focus (15), Building Effective Teams (60), Developing Direct Reports (19), Confronting Direct Reports (13), Approachability (3), Motivating Others (36), Organizational Agility (38), Dealing with Ambiguity (2), Composure (11), Conflict Management (12), Functional/Technical Skill 
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