[image: 2ergo_CMYK_GRAD LR]

JOB DESCRIPTION

JOB TITLE: 	Project Co-ordinator	/ Operations Co-Ordinator

REPORTING TO:	TBC
		
[bookmark: _GoBack]LOCATION:	Salford	

ABOut 2ergo

2ergo is a leading global provider of mobile enabling technology with a focus on mobile marketing, mobile customer relationship management, and mobile entertainment and media. 

Our product portfolio includes an innovative suite of mobile publishing, messaging, content management, handset applications, mobile payment and connectivity solutions to deliver a multi-dimensional approach to mobile marketing and mobile customer communications. Wrapped around our product suite are professional managed services helping our customers develop and execute their mobile strategy.

our COmpany values

Our behaviours are reflected in our company values. We are:

Committed
Everything we do, we do with energy and purpose. We recognize that only by meeting and exceeding the expectations of our customers will we achieve the ambitious goals and vision we have for our business.
Knowledgeable
We will succeed by being leaders and acknowledged experts in our field. By constantly growing and sharing our knowledge, and developing and applying our skills, we will stay one step ahead of our competitors and be recognized as the industry’s most trusted partner.
Supportive
We are supportive of our customers and each other.  We recognize the vital role that each of us plays and work closely together to maximize opportunities and overcome every challenge.


	



purpose of the ROLE

	
To co-ordinate activities in two distinct areas or tasks/projects as directed by line management.

1) Technical based projects -  Ensure that technical projects are delivered to an agreed specification and cost on time.  This will include the definition and agreement of relevant specifications with external and internal customers, and the creation of suitable specification documents that will form the basis of the project deliverables.  The role will be responsible for the creation of a project plan, and the execution of that plan including using multiple resources.
2) Operational based projects – Ensure that operational projects are delivered to an agreed scope including process documentation, impact and rollout plans etc and agree and coordinate internal and external resources to time and costs.





The Candidate

	
You are an experienced Project Manager/Coordinator and/or Business Analyst, probably Prince II (or equivalent) qualified, and you will have experience of technical and operational matters.  You have a track record of delivering complex, fast paced projects, on time and on budget, and you are an excellent communicator and team player.

You are adept at developing relationships with different stakeholders within a project both internal and external, from initial department engagement to plan agreement to developers building the code, to the main corporate sponsor within the client and third party suppliers.  You know how to set the correct expectations with all interested parties, and you are strong enough to resist scope creep, and manage these changes correctly.  You are also able to challenge internal colleagues who may not be willing or able to deliver what the project requires.


You’re detail oriented, and as the project co-ordinator, nothing ever falls on the floor.  You know what you know, and you know how to learn what you don’t know.  

You are customer (Internal and external) focussed, and committed to deliver the agreed scope at the agreed time.  However, you have the communication skills to deliver bad news at the right time and in the right way should the worst happen, to enable the project to move on in a positive manner.



Key PERFORMANCE INDICATORS 

These are the expectations we have for your role for this financial year. Your performance & personal development needs will be evaluated quarterly against these standards.

	

	Objective/deliverable
(max 5)
	Frequency
	Outcome expected

	1
	Strong project management/Communication skills/qualifications
	Ongoing
	Project delivery on time and budget resulting in customer delight

	2
	The creation of detailed and thorough documentation.
	Ongoing
	The scope and specification of all projects is achievable, clear and agreed with all stakeholders.

	3
	Strong relationships with internal resources and external customers/resources
	Ongoing
	All parties understand the plan, their outputs and dependencies.

	4
	Sound technical know-how, and experience of a development environment
	Ongoing
	Able to command the respect of technical stakeholders both at 2ergo, third parties and customer, and can translate technical into layman as required.
















Key Relationships

These are the key people you will be working with in your role, outside your direct team. 

External/Internal

	Contact
	Frequency of contact
	Owner of relationship?

	2ergo Technical Resources
	Daily
	Yes

	2ergo Operational  Resources
	Daily
	Yes

	Clients
	Daily
	Yes

	Third Party Suppliers
	Daily
	Yes

	
	
	

	
	
	

	
	
	



principal responsibilities

You will be expected to take responsibility for the activities below

	Area of responsibility
	Tasks involved

	Project Management
	· Co-ordinate the delivery of technical/operational projects, both custom software and standard product deployments to Operational process change including ISO 9001:2005 and ISO27001 Audits.


	Scope Definition and Documentation
	· Work with clients, internal team resource and third parties to understand, define and document the agreed specification of each project.

	Regular Communication
	· Internal Project Reporting 
· Potentially travelling to client for project reviews
· Daily updates to clients on project progress, risks, issues and milestones
· Internal communication of resources required in a timely and concise manner
· Clear expectation setting with our clients to ensure we deliver to expected but reasonable timescales
· Communication and management of third party suppliers


	Problem Solving
	· Creative thinking around resource challenges including coordination of technical stake holders to drive possible solution options





SKILLS AND EXPERIENCE NEeded

You will need to demonstrate the skills below in order to perform successfully in your role.

	

	Technical Skills
	Level of proficiency 
(advanced/moderate/entry)
	Minimum years of experience

	1
	Understanding of development technologies, capabilities, and the deployment of these to deliver complex projects.
	Advanced
	5

	2
	Good understanding of IT infrastructure
	Moderate
	3

	3
	Understanding of Smartphone platforms and capabilities.
	Moderate
	1

	4
	User experience design, functional requirements documentation, technical specifications and wire framing.
	Advanced
	3



	

	Interpersonal Skills
	Level of proficiency 
(advanced/moderate/entry)
	Minimum years of experience

	1

	Build strong cross function relationships
	Advanced
	5

	2

	Strong written and verbal communication skills, especially in communicating technical elements both to tech and non-tech people
	Advanced
	5

	3
	Positive and passionate attitude
	Advanced
	5

	
	
	
	

	
	
	
	

	
	
	
	




	

	Professional Skills
	Level of proficiency 
(advanced/moderate/entry)
	Minimum years of experience

	1
	Professional Project Management
	Advanced
	3

	2

	Presentation Ability
	Moderate
	3

	3

	Understanding of software development and network architecture
	Advanced
	3

	4

	Understanding of the mobile market place
	Moderate
	1




LAST UPDATed 24 NOVEMBER 2011 V1.0 

MANAGER NAME  TBC 			
image1.jpeg
Z2ergo




