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Project Manager
Company Information

Inntopia (www.inntopia.com) is a rapidly growing, privately held company located in the picturesque town of Stowe, Vermont.  Inntopia is a leading provider of travel technology and services to Resorts, Destination Marketing Organizations, Central Reservation Agencies, Activity Providers, Web Portals and other Travel Suppliers, Aggregators, and Resellers.  

Description/Job Mission Statement
The Project Manager’s primary responsibility is to elicit, analyze, validate, specify, verify, and manage new feature and project requests.  They serve as the conduit between our partners and the software development team.  They must possess the ability to effectively organize and articulate complicated technical problems and solutions via specification documents shared with internal and external stakeholders.  Strong written and verbal communication skills are a prerequisite.  The position reports to the Director of Operations.  
Primary Duties and Responsibilities 
· Develop and manage end-to-end project plans and ensure on-time delivery.
· Preparing accurate and detailed requirement specifications documents, user interface guides, and functional specification documents
· Collecting and analyzing the project’s business requirements and transferring the same knowledge to development team
· Provide hands on project management during analysis, design, development, testing, implementation, and post implementation phases

· Managing any change requests related to the working project plans daily to meet the agreed deadlines
· Provide day-to-day coordination and quality assurance for projects and tasks

· Interface with Product Management for project requirements and scope

· Facilitate meetings and provide regular status reports as required

· Documenting the acquired results of analysis and workflows as well as obtaining sign-off from the appropriate client
· Designing and executing the test scripts and test scenarios
Required Job Related Skills and Experience 

· Ability to analyze and document complex business processes
· Ability to foresee and analyze project risks, develop risk management plan and mitigate subsequent issues

· Strong organizational skills and able to handle multiple tasks
· Strong analytical problem solving, writing and verbal skills
· Ability to make effective decisions under pressure
· Experience working with external vendors
· Experience creating functional and technical documentation 

· Positive, upbeat and customer service oriented
Additional Qualifications 

· Ability to manage changing priorities within a highly dynamic environment

· Ability to work well under deadlines

· Ability to perform duties with limited oversight 

· Willing and able to learn new skills as required
If interested in this position please submit cover letter and resume to Craig DeLuca at cdeluca@inntopia.com
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