Title: Director of Project Management Office

Reports To: Vice President for Electronic Commerce Planning, and Project and Knowledge Management Development

Position Summary:
The Director of Project Management Office provides broad-based project management support and internal consulting to EC/IT.  In this capacity, the Director of Project Management is responsible for creating and communicating best practices in the management of EC/IT services and projects.  In addition, s/he will work in close collaboration with IB/CS TS Project Office to ensure the alignment between IB/CS TS and that of Electronic Commerce.  Lastly, the Director of Project Management will assist in the extension of IB/CS TS' Software Engineering Framework to comprehend web development and e-commerce practices.    

Responsibilities:

1. Designs, creates, manages, maintains, and communicates a project management function for Electronic Commerce that encompasses Managing Customer Commitment (MCC) agreements, ABT and MS Project plans, Major Action Plans (MAPs), Resource Allocation Charts (RACs), Customer Service Level Agreements (SLAs), performance scorecards and so forth.

2. Supports and assists in the extension of the IB/CS TS Software Engineering Framework to apply more comprehensively to e-commerce related systems design and construction.

3. Creates and maintains, in collaboration with EC business and EC/IT management, the EC portfolio of all initiatives and their costs to the customer.

4. Represents Electronic Commerce in the IT Synchronization process to ensure that EC/IT is in synch with other information technology service providers in the delivery of high value to MetLife's various lines of business. 

5. Coordinates the Electronic Commerce Weekly Review process and the creation of the monthly EC Operational report by creating and maintaining templates, facilitating its completion, and reviewing the resulting documents with the CIO, EC and EC/IT management and the other MetLife Executives as need be.

6. Serves as the mentor to EC/IT service and product teams for ABT Team Workbench within the EC business unit by providing guidance and assistance with plan development, weekly time reporting, report and process management, and overall EC/IT Project Management Office services.

7. Oversees Project Manager Consultants in their work with project teams in the leveraging of project artifacts across the MetLife Application Development community.

8. Oversees Project Management Office analyst(s) in the development and inputting of project plans into ABT Project Workbench and other project management/time reporting tools employed by MetLife.

9. Assists in the development and promotion of EC/IT knowledgebases and best practices as part of the business unit’s e-business core services offering.

10. Other tasks as assigned.

Required Competencies:

· Demonstrated excellence as a project management and project team mentor.

· Demonstrates both leadership capabilities and a strong sense of teamwork in the development, articulation, and delivery of complex, multi-layered business strategies.

· Demonstrated success over at least seven years as a manager of people, projects and processes with a very strong emphasis on the effective deployment of information technologies.

· An advanced degree in either financial services, management or engineering, or equivalent/relevant work experience; a demonstrated ongoing commitment to expanding ones technology knowledge and project management expertise.

· Active listening skills and a demonstrated ability to influence without direct authority.

· Strong analytical, financial, and communication skills.

· Strong process and people management skills; dedicated teacher/mentor.

· Knowledge of project management, strategic planning, and change management.

Key Performance Measures:
· V.P. for Electronic Commerce and EC Management Team satisfaction.

· V.P. for Planning and New Technology Development.

· key customer satisfaction.

· delivery of key Project Management and Planning milestones.

· a demonstrated ability to influence the effectiveness and efficiency of IB/CS TS products, services, and internal processes.

Title: Project Management Consultant for Project Management Office

Reports To: Director of Electronic Commerce Project Management Office, IB/CS Technology Services (TS) (MetLife)

Position Summary:
The Project Management Consultant for Project Management Office provides expertise and support to EC/IT Program Manager(s) as a member of the various project teams under the aegis of that Program Manager(s). In this capacity, s/he ensures that the project in question is properly aligned with (a) the business value proposition as approved by the project’s LOB sponsor and working client, and (b) the project/time accounting systems in place within IB/CS TS.  More importantly, the Project Management Consultant is responsible for ensuring that any project artifacts (i.e. process best practices, development standards, E-Commerce components, etc.) emerging from a particular project are leveraged across MetLife E-Commerce, and that artifacts emerging from other project teams are employed within her/his project team(s) as appropriate.  In addition, the Project Management Consultant works in close collaboration with other members of the Project Management Office and Associates throughout EC/IT to ensure the synchronization of project dependencies (i.e. to ensure the timely delivery of those components in one project that are required for the delivery of subsequent and perhaps unrelated projects).

Responsibilities:

1. Assists in the development of project plans in the ABT Project Workbench Repository and through other tools as appropriate for all EC/IT initiatives as assigned, including projects and SLA’s for maintenance and enhancement work.

2. Serves as an active member of various project teams, delivering process value to those teams through the sharing/leveraging of project artifacts, including: process best practices, system components, standards documents, and so forth.

3. Advocates for and ensures alignment between his/her project teams and the I/T synchronization and project management/accounting practices.

4. Works with the Knowledge Management Office to promote the reuse of his/her project teams’ artifacts across the MetLife E-Commerce enterprise as appropriate.

5. Helps maintain project issues lists and change of scope documents, working with EC/IT Project Managers.

6. Works with fellow Project Management Consultants, the Director of the PMO, and various EC/IT program and service delivery managers to ensure the synchronization of work within EC/IT and between EC/IT and its partner providers, (i.e. to ensure the timely delivery of those components in one project that are required for the delivery of subsequent and perhaps unrelated projects).

7. Reports on project status (related to project dates) to the project management team, made up of systems and business representatives; designs and generates appropriate management reports for project teams, the V.P. of EC/IT and others as need be. 

8. Modifies/updates project plans when required for changes of scope.  This includes “what if” scenarios prior to the change of scope being approved.

9. Creates and distributes weekly resource project task lists to all resources on a project that outline their task responsibilities.  This allows a resource to see what s/he is responsible for, the time estimate associated with the task, and the start and end dates. 

10. Attends project status meetings at the discretion of the EC/IT Program Manager.

11. Other tasks as assigned.

Required Competencies:

· Strong project management background with five-years field experience.

· Strong technical background, especially in electronic-commerce related technologies.

· Demonstrates a strong sense of teamwork in the creation, maintenance, and reporting of complex project plans.

· Experience in Microsoft Office desktop, Microsoft Project, ABT tool suite (Project Workbench and Team Workbench), MetLife Time Log, MetLife Empire Time, and system development life cycle methodologies.

· Familiarity with IB/CS IT Software Engineering Framework, Best Practices, and Managing Customer Commitment.

· Active listening skills and a demonstrated ability to influence without direct authority.

· Strong communication skills.

Key Performance Measures:
· Director of Project Management Office, Director of the Knowledge Management Office, EC/IT and EC Management Team satisfaction.

· key customer satisfaction.

· delivery of key Project Management Office milestones.

Title: Project Management Analyst for Project Management Office

Reports To: Director of Electronic Commerce Project Management Office, IB/CS Technology Services (TS) (MetLife)

Position Summary:
The Project Management Analyst for Project Management Office provides expertise and support to the EC/IT Project Managers and Project Management Consultants in the suite of ABT tools. In this capacity, s/he creates and maintains the SLA and project plans for the EC/IT operating unit within IB/CS TS.  The Project Management Analyst is also responsible for reporting on the various project statuses (both human and dollar resources) related to project dates.  In addition, the Project Management Analyst works in close collaboration with the EC/IT Project Managers to maintain project issues lists and change of scope documents.

Responsibilities:

1. Creates and maintains project plans in the ABT Project Workbench Repository and other tools as appropriate for all EC/IT initiatives, including projects and SLA’s for maintenance and enhancement work.

2. Helps maintain project issues lists and change of scope documents, working with EC/IT Project Managers.

3. Works with IB/CS TS Project Office to maintain EC/IT resource calendars.  Also establishes the mechanism for the communication of EC/IT sick/personal days, vacation days, and training classes.

4. Reports on project status (related to project dates) to the project management team, made up of systems and business representatives; designs and generates appropriate management reports for project teams, the V.P. of EC/IT and others as need be. 

5. Modifies/updates project plans when required for changes of scope.  This includes “what if” scenarios prior to the change of scope being approved.

6. Creates and distributes weekly resource project task lists to all resources on a project that outline their task responsibilities.  This allows a resource to see what s/he is responsible for, the time estimate associated with the task, and the start and end dates.

7. Provides online access to project plans on a weekly basis.  May distribute task dependencies on a weekly basis, but this is at the discretion of the Project Manager.

8. Attends project status meetings at the discretion of the Project Manager.

9. Produces the Major Action Plans (MAP) and Resource Allocation Charts (RACs) for EC/IT.

10. Monitors EC/IT staff timesheet entry to ensure timeliness of actual hours posting to each project plan.

11. Other tasks as assigned.

Required Competencies:

· Demonstrates a strong sense of teamwork in the creation, maintenance, and reporting of complex project plans.

· Experience in Microsoft Office desktop, Microsoft Project, ABT tool suite (Project Workbench and Team Workbench), MetLife Time Log, MetLife Empire Time, and system development life cycle methodologies.

· Active listening skills and a demonstrated ability to influence without direct authority.

· Strong communication skills.

· Familiarity with IB/CS IT Software Engineering Framework, Best Practices, and Managing Customer Commitment.

Key Performance Measures:
· Director of Project Management Office, EC/IT and EC Management Team satisfaction.

· key customer satisfaction.

· delivery of key Project Management Office milestones.
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