JOB DESCRIPTION

JOB TITLE:

Portfolio Project Manager 
REPORTS TO:
Marketing Directorate
DATE:






LOCATION:
             
PURPOSE:   
Portfolio Project Manager will be the focal point of all cross-functional project management activities for the entire Retail Business Unit enterprise, within the Retail Program Office, to ensure timely completion, cross-functional alliance and operational efficiencies and effectiveness.  
DIMENSIONS:

PRINCIPAL ACCOUNTABILITIES/ KEY RESULTS AREA:

JOB REQUIREMENTS:
· Defines and establishes the project management principles, processes, administration and tracking in order to make process and tracking improvements to align the business objectives across the Retail Business Unit’s major projects/activities.
· Creates appropriate project plans and work schedules to meet business objectives and priorities to ensure on-schedule delivery of projects to the business unit.
· Coordinates the entire slate of cross-functional, strategic projects into a portfolio and ensure cross-dependencies are accounted and tracked.
· Continually reviews the project management office processes for improvements, identify and analyze gaps between existing processes and the desired state, flags project risks, and  recommends and implements proceses improvement, integrates new and exisiting processes and projects with cross-functional alliance.
· Provides ongoing assessment and management of project risks and provides status reporting, recommended actions and escalation, as appropriate.  
· Manages the project management office database and analyzes the project scope to ensure cross-functional alliances, provides regular and ad hoc reports to the business unit leadership team.
· Serves as a resource that defines and establishes new processes, methodoloy and monitoring tools to ensure timely and cost-efficient completion of projects, schedules, and quality controls.
· Represents, leads and laisons with the Wholesale Business Unit to identify common interactions and/or reduce duplicate efforts. 
· Facilitates post implementation project reviews and the incorporation of learnings back into principles, policies, practices and the in-house knowledge base. 
· Special projects as assigned, including cooperation and interface with RBU controller. 
Education:

University degree in business and/or IT project management practices.
Working Experience

A minimum of 3+ years of prior experience in office/project management of complex and cross-functional projects, including the development of methodology, tools and management of databases, as well as a working knowledge of project management principles and practices.
Knowledge, Skills & Abilities
· Self-start and self-motivated analytical thinker 
· Strong project management skills
· Proven track record in developing methodologies, tools and administration of multiple, complex, cross-functional projects
· Effectively lead cross-functional projects/teams.
· Demonstrated organizational and time-managment skills. 
· Strong presentation and communication skills. 

· Proficiency in all Microsoft Office and Windows-based computer applications, including project management and Vizio. 

· Complete fluency in English; both oral and written
Source: Renaud 2010


