Position #042675

Trust Funds Director

Deputy Director of the Office of Enterprise Initiatives
Office of Enterprise Initiatives

POSITION SUMMARY

Under general supervision of the Director, this position serves as the Deputy Director of the Office of
Enterprise Initiatives (OEI) and is responsible for execution of operational activities of project
management and business analysis services to the organization’s enterprise initiatives affecting the entire
agency operations and service delivery to approximately 670,000 employees, retirees, and their families,
and 1,600 state and local government employers. Decisions made by this position have a large
fundamental impact primarily on the information systems of the Department of Employee Trust Funds,
and when appropriate administrative operations.

OEI provides expertise in major and significant program areas including project management, business
analysis, process management and change management affecting information technology (IT) and
employee/retiree benefits administration systems. The Deputy Director is responsible for directing and
prioritizing assigned agency projects and leading project management and business analysis capabilities.
This position plays a critical role in cultivating a project-driven culture across the organization through
the development and implementation of projects to improve best practices.

The Deputy Director is also responsible for leading and coordinating cross-functional project teams made
up of internal and external stakeholders working on Department of Employee Trust Funds (ETF)
enterprise projects that impact ETF benefit administration and service delivery. In collaboration with the
Director, the Deputy Director ensures the allocation of resources necessary for the successful
implementation of enterprise projects and communicates throughout the Department, as appropriate, the
purpose and status of projects. The Deputy Director prepares Office annual/bi-annual budget and requests
for resources. In addition, the Deputy Director serves as liaison with key stakeholders (e.g., participating
employers, members, and boards of trustees) on OEI initiatives and coordinates activities with the
Department of Administration’s Division of Enterprise Technology (DET), Division of Personnel
Management (DPM), and vendors contracted to implement components of each project, as required.

This position is responsible for development of project management and business analysis frameworks,
processes, standards, templates, and methodologies to be used on all projects to promote consistency and
repetition. In addition, this position develops and manages office staffing allocations, supervises multiple
professional positions performing a variety of functions, and manages the Enterprise Project Portfolio to
deploy business automation and informational technology (IT); and program processes and procedures
necessary to improve operational efficiency and the customer experience in support of the agency’s
Strategic Plan. The position formulates, determines, and implements policies related to project management
and business analysis programs and participates in policy development as part of the Agency Management
Council. In addition, this position leads the agency cross-functional Portfolio Committee management
group and the Project Management and Business Process Centers of Excellence. The Deputy Director
develops short-and long-range plans and budgets and represents the agency at internal as well as external
meetings of other agencies, governing boards, technology and program administration vendors.

The Deputy Director acts on behalf of the Director in the Director’s absence.
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B.1

B.2

B.3

OEI Operations

Provide consultation to internal and external business users on OEI business
services and promote utilization of efficient, cost-effective business automation
and process capabilities.

Provide portfolio, program, and project oversight and guidance, including
regular review of work plans, critical paths, priorities, design, testing,
implementation, status reporting, and post implementation evaluation.

Create, adapt, and promote repeatable, industry-standard project management
and business analysis processes, and integrate these methods through the Project
Management and Business Process Centers of Excellence to encourage
standardization across ETF enterprise project teams.

Represent management by serving on advisory groups or other stakeholder
organizations in response to ETF or state needs.

Collaborate with CIO and business leadership on assigned projects to validate the
business requirements and design.

Provide management, oversight, leadership, coaching and guidance to staff, other
managers and distributed staff involved in project management and business
analysis positions across the agency.

Ensure teams’ compliance with ETF cybersecurity standards, policies, processes,
and procedures.

Assist the Director in ensuring that solution vendors establish appropriate
statements of work, schedules, milestones, staffing, and that deliverables meet
contract terms, requirements, and specifications.

Enterprise Project Portfolio Management

Work in conjunction with ETF’s Senior Leadership as part of the Portfolio
Committee to set project portfolio priorities consistent with ETF’s Strategy;
utilize appropriate operations guidelines and techniques to avoid conflicts and to
respond promptly as issues arise.

Review, negotiate, and prioritize new work and project proposal requests relative
to team capacity, ensuring approved projects are properly documented,
prioritized, and maintained within the enterprise portfolio.

Collect and provide project/program status report roll-ups to Director, ETF’s
Portfolio Committee and Executive Team.
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C.1

C2

C3

C4

C5

C.6

Manage requests for project changes and review with project sponsors and
project managers to ensure project changes are warranted and communicated
appropriately.

Collaborate with the CIO and BITS to identify and assess risks that may impact
enterprise projects and programs, and work with vendors and project teams to
develop, implement, communicate, and evaluate contingency and risk mitigation
plans.

Maintain strong working relationships with ETF business users and applications
development staff to assure effective communication and to ensure tasks and
responsibilities are assigned and being managed.

Collaborate with the Resource Manager and ETF business areas to assess and
secure the resources required for successful project implementation.

Prepare, implement, maintain, and evaluate OEI long- and short-range business
automation project plans to ensure alignment with enterprise IT architecture,
cybersecurity, and agency program/service delivery goals in coordination with
the Chief Information Officer (C10)/Bureau of Information Technology Services
(BITS).

Prepare annual, biennial and project budgets; provide justification to acquire
resources, (personnel, software, and hardware) that best meet the needs of the
department. Prepare special reports at request of the Director.

Management & Supervision of OEI employees

Comply with the ETF managerial standards at all times.

Recommend organizational structure changes and organize work groups and
teams for Director approval to enable effective communication, coordination, and
project execution.

Evaluate and adjust operational staffing level and composition as necessary to
meet the Project Portfolio demands.

Staff section and plan employee development through recruitment, selection,
training, progressing work assignments, performance evaluation, promotion,
retention and career path training and addressing disciplinary matters.

Lead and inspire, coach and mentor, guide staff within the Office and members
of cross-functional teams.

Set, plan and assign project team activities and priorities and identify and resolve
resource issues.
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Ensure OEI staff understand the scope of the benefits and service delivery
systems ETF uses and/or offers to its customers; and how OEI uses business
automation and quality improvement processes to improve quality and efficiency.

Ensure all Business Analyst (BA) and Project Management (PM) staff complete
quality improvement training and apply quality improvement concepts and tools
in ETF projects.

Maintain a team culture of continuous improvement.

Promote, implement, and administer appropriate Affirmative Action goals and
agency equity and inclusion objectives and priorities.

Performance of special assignments and other duties as assigned

Carry out special assignments to respond to the needs of agency management and
the divisions/offices.

Prepare special reports and recommendations as required.

Maintain knowledge of all Department-administered programs for WRS

members, and identify opportunities for improvement through technology or
process enhancements.
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KNOWLEDGE, SKILLS, AND ABILITIES

Knowledge of:

1. Strategic, business, budgetary planning techniques, feasibility and cost benefit analysis.

2. Project, program, and portfolio management; business analyst methodologies and standards.
3. Change management techniques and best practices.
4

Large enterprise employee benefit administration practices and procedures.
Quality improvement concepts and methodologies (such as; Six Sigma, Lean, TQM, CQI)
including organizational concept of “Centers for Excellence”.

5. Team/Work Group facilitation methods and techniques.

6. Supervisory methods and techniques used in: performance planning and evaluation,
mentoring/coaching, goal setting, employee development, succession planning, conflict
resolution, and discipline.

7. Informational Technologies and their use in business automation projects.

Skilled in:

8. Using effective leadership and supervisory practices to develop effective working relationships
with diverse groups of stakeholders.

9. Effective oral, written and other interpersonal communication techniques to effectively prepare
and present complex plans and proposals.

10. Developing/implementing complex project budgets and annual operating budgets.

11. Using quality improvement methodologies and metrics to address complex enterprise-wide
projects.

12. Facilitating productive teams and collaborating with both technical and non-technical staff.
13. Leading and motivating staff.

14. Making sound decisions.
15. Providing strategic alignment of organizational priorities.

Ability to:
16. Identify and resolve problems.

17. Work effectively in team environments and secure cooperation and/or agreement in situations
where conflicting objectives and opinions exist.

18. Effectively manage large project portfolios involving inter/intra department project teams.

19. Develop and maintain effective working relationships with ETF customers, business, IT,
management, and staff at all levels of the organization.

20. Ability to understand and comply with all ETF and enterprise security standards, policies,
processes, and procedures.

21. Ability to maintain confidential information in accordance with policies, guidelines and direction
from manager.
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SPECIAL REQUIREMENTS:

e Project Management Professional (PMP) certification preferred.
e QOccasional evening or weekend hours may be required.
e QOccasional travel within or out of state may be required.
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