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	Job Title:
	Project Manager

	Division/Department:
	Operations
	Location:
	Service Center

	Level/Salary Range:
	Grade G
	FLSA:
	Exempt

	Reports To:
	Senior Operations Officer
	Travel Required:
	Occasional 

	Applications Accepted By:

	External Applicants: Apply Online at  www.mbvt.com under “Careers” heading  
Internal Applicants: Apply via internal application found on the Intranet                                                                

	Job Description

	this is a Sensitive Position (see employee manual for details)
Position Summary
Responsible for the coordination, implementation, execution, control and completion of enterprise projects ensuring consistency with company strategy, commitments and goals.  Manage various ongoing bank-wide risk management & regulatory review programs and responsible for documentation updates. 
Principal Duties and Objectives
1. Work with key business stakeholders and project sponsors to develop comprehensive project plans from business case analysis though project implementation and evaluation.

2. Facilitate the definition of project scope, goals and deliverables and approval process.

3. Develop full scale project plans including definition and management of project tasks and resource requirements and allocation.

4. Facilitate selection of functional and cross-functional project team members and coordinate project staffing needs.

5. Develop and manage project budgets in conjunction with departmental stakeholders and management sponsors.

6. Plan, schedule and continuously track bank-wide project timelines and deliverables using effective tools and methods. 

7. Provide ongoing leadership, direction and support to project team members. 

8. Develop appropriate procedures, testing and evaluation methods to assure delivery of high quality project outcomes. 

9. Constantly monitor and communicate reports to stakeholders and management detailing project progress, problems and recommended solutions. 

10. Coordinate and implement ongoing modifications to the enterprise Business Continuity Plan (BCP), including an annual review with regulatory required testing.

11. Coordinate and implement Risk Management related activities e.g. annual employee compliance training, Safeguarding Customer Information, FDICIA updates, and vendor management.
Qualifications and Education Requirements
1. Certification in project management or equivalent.

2. Knowledge of both theoretical and practical aspects of project management and business case financial analysis.

3. Knowledge of project management techniques and current tools.

4. 2-3 years direct work experience in project management capacity including IT projects.

5. Proven experience in people management.

6. Proven experience in risk management.

7. Proven experience in change management.

8. Proficient in various project management software tools including SharePoint.
The above outline describes the general nature and level of work performed in the Project Manager position.  Employees should not construe the content as an exhaustive listing of job duties and responsibilities.
Additional Notes
This is classified as a sensitive position per Merchants Bank policy; candidates may be subject to additional background review.
Employee Acknowledgement
I understand that I am responsible for being familiar with banking laws and regulations that apply to my job and to learn and adhere to them.  If I have any questions about these regulations or how to perform my job relating to them, I understand it is my responsibility to proactively obtain the necessary information.

I have read my position in its entirety and fully understand its contents.  I willfully accept the duties, responsibilities and objectives applicable to this assignment.
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	Last Updated By:
	Human Resources
	Date/Time:
	February 5, 2014


2

[image: image1.jpg]