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Job Description

Job Title: Project Manager
Department: 
Software and Multimedia Development 

Reports To: 
Head Software and Multimedia Development department

Supervising: 
Software development team  

Summary 

Reporting to the Head Software and Multimedia Development department, the successful appointee will play a determinant role in managing fruitful relationships with clients and making projects profitable. 

He or she bears the ultimate responsibility of the team's performance and the project's success. Participation in software engineering activities is expected, where appropriate. 

Occasional travels required. 

Essential Duties and Responsibilities

Essential duties and responsibilities include, yet do not restrict to: 

· Assist with pre-sale activities toward successfully closing sales, including yet not restricting to: demonstrations, prototyping, and preparation of substantiated commercial proposals and/or quotations  

· Act as project's single point of contact from the client point of view 

· Successfully manage relationship with client from beginning to end; detect further opportunities for repeat business; and facilitate meetings 

· Devise, implement, maintain, and take responsibility for communication protocols with the client, with the hierarchy, and with the team   

· Conduct business analysis, including yet not restricting to: understanding client's business objectives, modeling client's business processes, and analysing client's specific project requirements 

· Prepare project brief and obtain client's approval, including yet not restricting to: User Acceptance Tests (UAT's); risk management plan; feasibility studies; communication protocols; requirement management; and change request management  

· Devise appropriate software engineering plan, borrowing from frameworks such as waterfall methodology or agile methodology; and communicate it to the team

· Prepare and maintain planning components, including yet not restricting to: procurement plan, OBS, WBS, and Gantt chart 

· Devise, implement, maintain, and execute progress monitoring plan 

· Compile team's progress reports and risk management reports using Asiaform's task monitoring protocol, taking responsibility for identifying and mitigating technical risks at an early stage 

· Take ultimate responsibility for meeting delivery schedules, for deliveries per se, and for collecting client's acceptance and sign-off  

· Inform finance department of client's acceptance and sign-off on a timely basis 

· Validate QA plans, and supervise QA processes  

· Conduct project's “Lessons Learned” session, and contribute outputs to AsiaForm's knowledge base 

· Validate design choices made by the software designer, in terms of possible impacts to the project schedule

· Validate technical documentation 

· Validate technical support solutions, including but not restricting to: phone-based support, forum-based support, onsite support 

· Take responsibility for filing and backup of project resources 

· Assist with building team's capacity, and team's awareness of corporate news, and team's spirit   

Education and/or Experience

· Software engineering degree, or Master or equivalent 

· 3-6 years experience in software development industry, including a minimum of 3 years as project manager  

· Proficiency with mainstream project/team management methodologies, including but not restricting to waterfall methodology and agile methodologies 

· Versatility and proficiency with project management tools 

· Proficiency with using and setting up online collaboration tools or virtual team environments  

· Experience with continuous improvement practices 

· Familiarity with multicultural working environments 

· Familiarity with UML and/or conventional software modeling conventions 

· Familiarity with some of the following technologies: LAMP; Joomla; Ruby on Rails; Visual Studio.NET (preference for C# over VB); MS SQL Server RDBM's; Java 

· Experience with devising feasibility studies 

Skills and Aptitudes Expected   

The successful appointee's skills and aptitudes should contribute as strongly as possible to the following expectations.  

Leadership 

a) Challenges others to develop their own leadership skills, while serving as model and mentor. 

b) Inspires coworkers toward reaching their career goals and pursuing excellence.

c) Identifies opportunities for improvement, and suggests constructive proposals  for change.

d) Manages processes of innovative change effectively.

e) Proactively watches emerging industry practices and standards.

Teamwork  

a) Consistently acknowledges and appreciates each team member's contributions.

b) Effectively manages each team member to his/her fullest potential.

c) Builds the team spirit. 

d) Keeps track of lessons learned and shares these lessons with team members.

e) Mitigates team conflicts and communication problems. 

f) Proposes social gatherings and activities outside working hours and office premises. 

Client Management 

a) Continuously seeks opportunities to increase customer satisfaction and deepen client relationships. 

b) Manages day-to-day interactions with clients. 

c) Manages, meets and exceeds client expectations. 

d) Develops lasting relationships with client personnel that foster client ties. 

e) Communicates effectively with clients to identify needs and evaluate alternative business solutions.

f) Builds a knowledge base of each client's business activity, organisation and objectives.

Innovation Development 

a) Conducts effective performance evaluations and mentors those with less experience through formal channels.

b) Seeks and participates in development opportunities above and beyond training plans.

c) Trains other innovators and clients through both formal and informal training programs.

d) Encourages more junior innovators to take responsibility for their development within the company.

e) Challenges fellow innovators to progress toward their professional development goals.

Internal Operations 

a) Suggests areas for improvement for internal processes, as well as possible solutions.

b) Leads specific task forces. 

c) Approves team members' time and expense reports in a meticulous and timely manner.

d) Reviews the status reports of team members, and addresses issues as deemed appropriate.

e) Complies with and helps to enforce standard policies and procedures.

