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STATE-WIDE DISTRIBUTION

JOB OPPORTUNITY #021-15
DATE:   February 18, 2015
TITLE:  Government Representative 2 (Unclassified)

           (Functional Title: Project Manager)  

SALARY:  $95,000.00  

LOCATION:  Division of Management and Budget


         Office of Information Systems – Project Management Office


         222 South Warren Street, Trenton, NJ 08625  

POSITION INFORMATION

DEFINITION:  In the Project Management Office within the DHS office of Information System is the single point of contact on the Project and responsible for the Project Process and Deliverables, end to end. Manages Project teams, Project Plans and Deliverables; identifies potential Stakeholders, IT staff and assembles a Project Team. Manages the day to day Project operations and tracking. Maintains status, Issues management and Project infrastructure. Facilitates Status Meetings, Work Sessions and ensures proper documentation on both.  Prepares Project Budget and manages Project costs throughout the term of the Project.

EDUCATION: BA, Bachelors degree from an accredited 4 year college or university. Masters in Business Administration degree preferred.
EXPERIENCE:  Minimum of 7 years of experience in Project Management with some experience working in a Project Management Office.
Duties and Responsibilities:

· Assist the Manager of the Project Management Office in providing Project Standards, Policies, Procedures, Tools and Templates for the DHS Central Office PMO as well working with the other PMO Divisional Offices.
· Work with the other DHS Divisional PMO offices with respect to establishing uniform Project Management methodologies, and Best Practices.
· Provide guidance and assistance to other Project Management teams on PMO Policies, Processes, use of Templates, Tools, etc.

· Project Manage application development projects as assigned. Identify potential Business Unit Stakeholders, IT Staff and assemble a Project Team.
· Meet with DHS Business Users and identify Project Scope, Goal, Key Deliverables and proposed Project timeline.
· Manage Project Teams, develop Project Schedules and follow a standard life cycle development methodology.
· Manage the day to day Project operations and tracking.  Communicate Project Status, identify and manage Project Issues, and coordinate Project Infrastructure with appropriate IT staff.
· Facilitate Project Status Meetings, Project work sessions (Requirements, Specifications, etc.) and ensure that the proper documentation is completed.
· Coordinate and work closely with the Application Development teams (Programmers) to ensure that the Requirements/System Specifications are met.
· Coordinate and or develop Test Plans, Test Scripts for User Acceptance Testing and coordinate the UAT process with the Business Users.
· Prepare and manage the Project Schedule, Meeting Agenda’s, Status Meeting minutes, and maintain the Project Issues Log, Risks Management and Project document repository

· Prepare Communications to Project Team Members, Stakeholders as well as to Sr. Management via Dashboard reporting.
· Provide Project Management expertise and mentoring to Project Team members as needed.
· Identify and define Project Success metrics and document any Lessons Learned at the end of each Project Phase.
LICENSE:  Appointees will be required to possess a driver’s license valid in New Jersey only if the operation of a vehicle, rather than employee mobility, is necessary to perform essential duties of the position.

RESUME SUBMITTAL
Interested candidates possessing the requirements listed, should forward resumes with the job opportunity # as indicated below:

SUBMIT TO:   Lori Mattozzi, Personnel Assistant

         Department of Human Services - Central Office

         222 South Warren Street

         PO Box 700

         Trenton, NJ 08625
EMAIL:  DHSResumes@dhs.state.nj.us  Please indicate job opportunity number in the subject line.

RESPOND BY:    March 4, 2015.
DHS-CO REVIEW:  AM  2/18/2015
IMPORTANT NOTICES
(1) RESIDENCY - Effective 9/1/11, NJ PL 70 (NJ First Act), requires all State employees to reside in New Jersey, unless exempted under the law, or current employees who live out-of-state and do not have a break-in service of more than 7 calendar days, as they are “grandfathered.”  New employees or current employees who were not grandfathered and who live out-of-state have one year after the date of employment to relocate their residence to New Jersey or request an exemption.  Current employees who reside in NJ must retain NJ residency, unless he/she obtains an exemption.  Employees who fail to meet the residency requirements or obtain an exemption will be removed from employment.
(2) DRUG SCREENING - If you are a candidate for a position that involves direct client care in one of the Department of Human Services’ hospitals or developmental centers, you may be subject to pre and/or post-employment drug testing/ screening.  The cost of any pre-employment testing will be at your expense.  Candidates with a positive drug test result or those who refuse to be tested and/or cooperate with the testing requirement will not be hired.  You will be advised if the position for which you’re being considered requires drug testing and how to proceed with the testing.
New Jersey is an Equal Opportunity Employer


