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Job Specification

Project Manager, North America

Description

The primary duty of the Project Manager is to plan, execute, and oversee the delivery of BigHand’s software, services, and hardware to clients within all of North America.  The Project Manager manages a portfolio of projects according to the BigHand Project Management methodology.  They work closely with a global team of Project Managers to share lessons learned and work on methodology improvement.  Project meetings with clients are conducted both onsite and over the telephone.  As a North American Trainer, he or she will deliver end user training as needed both remotely and onsite.  
Good organization skills, attention to detail, and strong customer focus are essential for this role, as is previous project management experience in relevant areas.
Background Information

BigHand’s vision is to be recognized as the most successful provider of voice productivity solutions in all our chosen markets, delivering high quality software, hardware, and services that enable busy, mobile professionals to become more efficient and effective.
BigHand is the global market leader in voice productivity and the Client Services division is responsible for the post sales delivery and support to a continuously growing customer base. The team plays a key role in the success of the business and is central to its strategy for growth.

The Environment

This role is office based out of BigHand’s Chicago office; onsite client meetings and end user training will be necessary and may require travel up to 50 - 60% of the time.
	Responsibilities

The Project Manager has primary responsibility for managing a portfolio of projects across a variety of clients and partners within the legal professional and periodically other industries in North America. These projects will include:

· BigHand core Voice Productivity software implementations & upgrades

· BigHand Speech Recognition module implementations & upgrades

· BigHand Mobility (Smartphone/Web/Email/Telephony) implementations & upgrades

· Evaluation projects and competitive “head to head” projects against our competitors 
The Project Manager has ownership of the client account when it has passed from the Sales to Project phase. In order to ensure the successful completion of a project, the Project Manager must:

· Manage and execute the overall project plan

· Manage each project according to the appropriate methodology using the appropriate tools

· Maintain a good, strong professional relationship with the client, acting as first point of contact for any issue or query and as the catalyst for any resolution

· Perform requirements gathering and ensure risks are identified and mitigated against

· Provide business consultancy in order that our clients optimize the use of our solution

· Schedule appropriate resources to perform the necessary project tasks in an efficient manner

· Provide user demonstrations, end user training, and floor walking when necessary

· Ensure project objectives and deliverables are achieved

· Make sure that projects are completed in an organized manner and according to agreed timelines 
· Encourage openness and transparency so that the Business is aware of the current status of any project

· Report any project issues or concerns to their manager in a timely manner

· Produce weekly project status reports and ensure all internal systems are kept updated with the current status of the project
· Work with the North American Sales Managers to advise them of the project status and any risks identified
· Work with the other North American Client Services team members to resolve any issues and follow up on any actions

· Work with the Head of Projects and Client Services to help ensure performance targets set for project delivery are achieved
Other areas of involvement:

· Ordering and fulfilling hardware orders

· Creating, distributing, and managing of client license files


	Position Requirements

· Bachelor’s degree or higher 
· 2+ years of IT project management experience within Professional Services industry
· Client facing skills and experience

· Commercially minded

· Strong organization skills and eye for detail
· Ability to work both independently and within a team

· Sociable and confident
· Flexible and willing to help in other areas of the business if required

· Familiar with remote meeting management and remote working

· Strong communicator

· Honest and open
· Must possess a valid driver’s license and passport
· Comfortable with long distance travel and overnight stays


	Work Conditions

· Sitting for extended periods of time and use of a telephone and computer
· Travel by train, plane or car
· Must be able to commute to the Chicago Office Monday through Friday

· Hours are 8:00am to 5:00pm, Monday to Friday; travelling to and from customer sites can extend outside of these hours and occasional overnight trips away are required


	Reporting Lines

· Primary reporting to the Client Services Manager, North America
· Working closely and meeting with other members of the North American Client Services Team and Global Project Management Team
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