Oklahoma Department of Human Services
Project Manager Internship Announcement
Project Management Office

Purpose:

Positions in this job family are assigned responsibilities related to managing, planning and implementing
technology solution and business solutions that adhere to approved plans, budgets, and schedules.
Employees in this job family provide specialized management and compliance expertise. Coordinates and
facilitates with internal and external resources to effect the timely completion of projects which involve highly
technical activities or programs; or policies, procedures, controls and services required to support the sound
financial, operational and delivery of the designated project(s).

Principle Activities:

This position requires an individual with excellent organizational and communication skills. The project
manager intern will assist in managing a variety of projects ranging from software development, information
technology infrastructure projects, and business process improvements or other related projects. Attention to
detail and a high degree of professionalism is a must. This individual must also be able to effectively motivate
and articulate project goals and objectives to team members and stakeholders.

o Creates and executes project work plans and revises as appropriate to meet changing needs and
requirements.

e Assigned responsibilities involving planning, organizing, developing, budgeting, coordinating, managing,
supervising and controlling the installation and conversion of the software or hardware.

o Assist with the development, methodology, documentation, equipment requirements and systems
compatibility, software and equipment acquisition, information security, contingency planning and disaster
recovery for installation and utilization of the new software and hardware platform.

o Ensures compliance with state and federal regulations and agency policies and procedures. Has the ability
to develop an understanding of technical principles, theories, concepts and technologies.

e Assists in the identification of resources needed.

e Assists in managing the day-to-day operational aspects of a project and scope ensuring project documents
are complete, current, and stored appropriately.

o Reviews deliverables prepared by team before passing to customer.

o Effectively applies project methodology and enforces project standards as set forth by the Project
Management Institute (PMI).

Prepares for engagement reviews and quality assurance procedures.

e Assist with mitigating risk exposure on projects.

Identifies logs, analyzes and manages potential issues and risks, taking corrective action by managing day-
to-day issues head on and reviewing how more serious issues and risks might impact on scope, schedule,
guality and cost.

Tracks and reports project accounting of hours and expenses on a weekly basis.

e Assist with managing the project budget and ensuring timely and accurate invoicing, and monitors
receivables for project.

e Assist with analyzing project profitability, revenue, and viability and makes recommendations to lead

project managers.

Assists with the calculation of cost-to-completion projections and makes recommendations accordingly.

Able to learn and assist with procurement models and billing procedures.

Coordinates project documents and artifacts that are completed and signed.

Assists in the identification of business development, goals, objectives, and opportunities as they relate to

projects.

e Assists with proposal efforts including completing project scoping and level of effort (LOE) assessments.



¢ Able to facilitate meetings effectively and hold regular status meetings with project team and sends out
weekly status reports.

e Maintains awareness of new and emerging technologies and business practices.

e |dentifies opportunities for improvement and makes constructive suggestions for change.

e Coordinates lessons learned and shares those lessons with team members.

Education and Experience, including level:

o 0 - 3 plus years of proven project management experience

o Undergraduate degree from an accredited university or college and seeking graduate degree.
o PMP Certification a plus

Other Skills for example:

Communication

e Delivers engaging, informative, well-organized presentations.

o Communicates effectively with stakeholders to identify needs and evaluate alternative business
solutions.

¢ Motivates team to work together in the most efficient manner.
Effectively conveys project vision/mission in both written and verbal business development discussions
and communicates relevant project information to stakeholders.

o Work directly with the team members or with their team leaders to estimate effort, plan activities and
negotiate consensus among individual team members on their appointed tasks.

e Courteous, polite and articulate in written and oral communication, and be able to get ideas across in a
non-confrontational manner in one-to-one situations, small groups, and before large audiences.

e Anticipates and catches deviations from a plan or schedule early and keep all participants and
stakeholders informed.
Manages day-to-day customer interaction and expectations.

o Continually seeks opportunities to increase stakeholder satisfaction.
Able to learn and understand customer's business, organization and objectives.

Reasoning

e Resolves and/or escalates issues in a timely fashion.
e Understands how to communicate difficult/sensitive information tactfully.

Mathematical

e Understands basic earn value models (EVM), is a plus.

Computer

o Possesses general understanding in the areas of application programming, database and system
design.

e Understands Internet, Intranet, Extranet and client/server architectures.
Has a good working knowledge of Microsoft Office applications.

e Type 40 wpm

Contact: Dennis Taylor
CRM Lead Business Analyst
(405) 522 - 6640



Oklahoma Department of Human Services
2400 N. Lincoln Bivd.,
Oklahoma City, OK 73125

VACANCY ANNOUNCEMENT

The Oklahoma Department of Human Services (OKDHS), Office of Planning, Research and Statistics is
seeking a Carl Albert Executive Fellow to serve as an Administrative Officer 1. The successful candidate will be
a currently enrolled graduate student and must have 12 college credit hours in Spanish and must be fluent in

Spanish.

Pay Scale: $2,972.71-$,2,987.02
Number of Vacancies: 1
Location of Work: Oklahoma Department of Human Services

2400 N. Lincoln Blvd.
Oklahoma City, OK 73125

Basic Purpose:

This is a full time (40 hours per week) with full benefits Spanish translator in the Office of Planning, Research,
and Statistics/WebStats Unit. This individual is responsible for the translation of material for OKDHS.
Translation duties include translation of forms, policy and other materials into Spanish. They will also serve as
a phone or onsite interpreter for meetings, hearings and other requests.

Typical Functions:

e Proofread documents for quality to ensure that we are consistent throughout all documents and that the
final product reads as if originally written in the Spanish language.

e Translate documents from the English language to the Spanish language using the glossary of words;
ensure final product of all documents read as if it were originally written in the Spanish language.

e Serve as Interpreter for the Oklahoma Department of Human Services.

e Tracking of documents.

e Creating documents that meet Electronic Information Technology Accessibility (EITA) standards.

Knowledge, Skills, and Abilities:

Microsoft Word and Excel, Adobe Acrobat, and HTML

The position will be posted until filled.



For additional information on job duties please contact Sebastian Davis at Sebastian.davis@oja.ok.gov.

Department of Central Services
Information Services Division

POSITION: (1) One — Carl Albert Undergraduate Intern

LOCATION: Will Rogers Building
2401 North Lincoln Blvd
Oklahoma City, Oklahoma 73105

SALARY: $10.00/Hour
ACCOMMODATIONS: None

SEND RESUME & TRANSCRIPT TO: Department of Central Services
Human Resources Department
2401 North Lincoln Blvd., Suite 212
Oklahoma City, Oklahoma 73105

This position is available for currently enrolled students who have completed a minimum
of two years at an accredited college or university. The candidates should be working
toward a degree in Management Information Systems or Computer Science with an
emphasis on computer programming. Prefer candidates whose career path is more
towards programming instead of hardware.

This position will be assigned to various IS projects including the division’s intranet
portal, database conversions, documentation and other duties as assigned. The
selected candidate will work under the supervision of the Lead Application Developer
and/or the IS Manager. The selected candidate must be able to clearly and concisely
express ideas, both oral and written. Programming will be mainly .NET (C#) and
MSSQL. Must have experience with Microsoft Office products. There is a maximum of
20 hours per week and the hours must be between 7:00 a.m. and 5:00 p.m.

The position will remain open until filled.
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