
 
 

Job Description Form  

Job Tit le : Project  Manager  

Reports to: Director  of Business Applicat ions 

Scope of Supervision: No Direct  Reports                                                   

EDUCATI ON, BUSI NESS EXPERI ENCE AND PHYSI CAL REQUI REMENTS 

 

• Bachelor Degree required 

• Project  Managem ent  cert ificat ion required 

• Medical device and/ or insurance experience preferred 

• Proficiency with  Microsoft  Office, and iPad funct ionalit y 

• Minim um  of 5 years’ experience leading and managing st rategic projects 

• Experience with m ult iple project  m anagem ent  planning tools 

 

REQUI RED COMPETENCI ES 

 

• Strong knowledge of relevant  software com puter applicat ions and equipm ent  

• Effect ive listening skills 

• Except ional interpersonal and leadership skills to effect ively com m unicate and build 

relat ionships with a broad spect rum  of audiences at  all organizat ional levels 

• Strong sense of urgency and superior t im e m anagem ent  skills 

• Dem onst rated organizat ional, team work,  and interpersonal skills 

• Dem onst rated abilit y to work independent ly and successfully m anage m ult iple tasks at  one 

t im e 

• Solid abilit y to proact ively ident ify issues and eff iciencies and im plem ent  solut ions  

• Abilit y to perform  all j ob dut ies while m aintaining com pliance with regulatory requirem ents 

including HIPAA 

 

DESCRI PTI ON OF RESPONSI BI LI TI ES 

 
 

The Proj ect  Manager is a liaison am ong stakeholders who is responsible for the coordinat ion and 

com plet ion of projects.  The project  m anager oversees all aspects of projects;  Sets deadlines, 

assigns responsibilit ies, m onitors and sum m arizes progress of projects.  The proj ect  m anager 

prepares report s for  upper m anagem ent  regarding project  status.  The Proj ect  Manager 

understands business problem s and opportunit ies in the context  of the requirem ents and relies on 

extensive experience and judgem ent  to plan and accom plish goals.   This posit ion m ay be involved 

in t raining, test ing and problem  resolut ion.  This posit ion leads and directs the work of others 

who m ay work in other departm ents.   A wide degree of creat ivit y and lat itude is expected.   

 



Job Tit le : Project  Manager  

Reports to: Director  of Business Applicat ions 

KEY RESULT AREAS: 

 
 

• Serve as proj ect  core team  leader by planning, leading, m onitoring, report ing, and closing 

projects 

• Ensure proj ects are executed in com pliance with com pany policies and regulatory 

requirem ents 

• Lead cross- funct ional collaborat ion to achieve project  cost , schedule, qualit y, and 

perform ance goals 

• Collaborate with funct ional discipline leaders to ensure cross- funct ional support  for 

projects 

• Facilitate elim inat ion of project  obstacles ident ified by proj ect  core team  m em bers 

• Forecast  and m onitor staffing and budget  for  act ive and planned proj ect s 

• Assist  with staffing and/ or t est ing of software to ensure it  sat isfies project  requirem ents.  

• I dent ifies system s t raining needs for the organizat ion and individuals users 

• Docum ent  program m ing requirem ents 

• Work with I T developers and consultants related to requirem ents and test ing 

• I dent ifies ongoing m aintenance and operat ion requirem ents and assist  with hand-off to 

operat ions 

• Other dut ies as assigned by m anager  

 

ACKNOW LEDGMENT 

 

I  understand and agree to com ply w ith this job descript ion: 

 

Em ployee’s Printed Nam e:  ____________________________________________________ 

 

Em ployee’s Signature:  ____________________________________ Date:  ______________ 

 

 

 

This Job Descript ion was last  created on:  04/ 28/ 2016 


