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Current Roles and Responsibilities: 
	Project Manager

	Job Summary
	The Project Manager is responsible for leading the team through all phases of the Project. The Project Manager will serve as the key point of contact for the Project.  

	
General Duties and Responsibilities

**Other duties may apply**
	· Works collaboratively with the CWDS Project Leads and functions as the Offeror’s authorized point of contact with the Commonwealth and must be available to respond promptly and fully to all contract requirements;
· Coordinate with Project Leads to ensure the strategic roadmap for each application aligns with the business and IT strategic plans and initiatives;
· Manage the schedule for change orders, updates, deployments, and ensure timelines, and dates are met;
· Direct, control, administer, and oversee daily activities of all staff and their performance;
· Prepares status reports, manages, and monitors the project plans, and provides updates as required;
· Develop and implement contract problem/resolution procedures in adherence to the signed agreement;
· Provide clarification on any invoices submitted;
· Ensure contract compliance, efficiency, and timeliness in adherence to the signed agreement;
· Produce and maintain reports and documentation as required by contract;
· On-board staff as required, conduct all staff clearances, complete required access paperwork and maintain all staff documentation; 
· Produce Change Control Board Documentation as needed.

	Key Competencies
(Other skills and competencies may apply)
	· Experience managing a large-scale system development project;
· Experience applying Accessibility best practices; 
· Outstanding communication and writing skills; 
· Complete knowledge of the full System Development Lifecycle and other relevant technical and project management methodologies.


	Specialist Skills and Qualifications
(Staff may be required to develop specialized skills in one or more of these tools)
	· Project Management Professional (PMP) Certification (required).
· ITIL Foundation Certified (at a minimum);
· Microsoft Office Suite;
· At least ten (10) years project management experience;
· At least five (5) years’ experience managing projects involving support services for accounts comparable in scope to this Project;
· May not be engaged in any other project or contract and must be dedicated 100% to the contract resulting from this RFP.



	
Business Analyst

	Job Summary
	This position serves as a liaison between the WPA’s staff and commonwealth IT staff. As liaison, the incumbent must understand the WPA’s needs and work with IT staff to incorporate these needs into the design of application development.

	
General Duties and Responsibilities

**Other duties may apply**
	· Translate business requirements into functional specifications for the application design and development; 
· Documentation will include use cases and screen mockups, at a minimum;
· Facilitate requirements and design sessions with stakeholders and application development staff;
· Coordinate with Project Leads in evaluating the requested release priorities and finalizing requirements;  
· Work with stakeholders to address helpdesk requests. Interpret business needs into actionable corrective actions for the application developers to complete;
· Gather requirements to design reports;
· Work in partnership with stakeholders and subject matter experts to understand and develop report requirements;
· Provide and update report/program documentation; 
· Work closely with stakeholders to understand changing needs and make appropriate recommendations to new and existing reports; 
· Communicate effectively to team members, management, and IT partners.


	Key Competencies


(Other skills and competencies may apply)
	Minimum 2 years of experience as a Business Analyst and possess the following core competencies:
· Analytical thinking in the review and understanding of business processes;
· Strong communication skills (both written and oral) including the ability to communicate with and understand the needs of both technical and non-technical staff;
· Strong meeting facilitation and interpersonal skills. Ability to engage participants in a work session and lead them to issue resolution;
· Knowledge of the full System Development Lifecycle and other relevant technical and project management methodologies;
· Ability to develop and maintain effective working relationships with Partner area staff;
· Effective time management and prioritization skills.


	Specialist Skills and Qualifications
(Staff may be required to develop specialized skills in one or more of these tools)
	· MS Office Suite (Word, Excel, PowerPoint, Visio, Project).

Additional software and certification qualifications are a plus:
· Microsoft Team Foundation Server (TFS)
· IBM RequisitePro (historical documents)
· HP Quality Center – ALM version
· Accessibility Testing tools (AccVerify, JAWS, Zoomtext and Dragon Naturally Speaking, WAT – Web Accessibility Toolbar)
· ITIL Foundation Certified 






	Quality Assurance / Testing Analyst

	Job Summary
	The Testing Analyst will be responsible for activities related user acceptance testing (UAT).  This includes developing and translating test strategies into test plans and schedules; creating test scripts/cases/data; coordinating and assigning of UAT testers, troubleshooting reported bugs, and providing timely testing results metrics.

	
General Duties and Responsibilities

**Other duties may apply**
	1. Create and execute test scripts after evaluating business requirements, supporting design documentation, functional, technical specification documents.  Complete understanding needed to develop test strategies and assessments that should account for, durations, constraints, assumptions, etc. needed to fulfill test objectives;
1. Create and maintain test plans with detailed project schedules, conveying defined milestones for test preparation, execution, and compliance reporting activities and deliverables; 
1. Manage troubleshooting of all reported defect activity during User Acceptance Testing (UAT);
1. Create and distribute testing reporting metrics to management and end user testers.


	Key Competencies


(Other skills and competencies may apply)
	Minimum 2 years of experience as a Quality Assurance/Testing Analyst and possess the following competencies:
1. Experience in creating and executing test plans and scripts;
1. Strong interpersonal skills and the ability to work well with others and complete tasks with minimal supervision;
1. Excellent problem solving and structured thinking skills;
1. Experience in working with cross-functional teams and mentoring skills;
1. Excellent analytical skills. Good communication skills.


	Specialist Skills and Qualifications
(Staff may be required to develop specialized skills in one or more of these tools)
	1. MS Office Suite (Word, Excel, PowerPoint, Visio, Project)
1. Microsoft Team Foundation Server
1. Selenium
1. HP LoadRunner

Additional software and certification qualifications are a plus:
1. ITIL Foundation Certified (at a minimum)
1. Fusion 2018 (JAWS/Zoomtext)
1. WAT – Web Accessibility Toolbar






	Program Training Specialist

	Job Summary
	The Training Specialist is responsible for developing, delivering and maintain training programs relating to CWDS for the program areas. Training programs consist of: manuals, presentations, videos, supporting documents and training materials 

	
General Duties and Responsibilities

**Other duties may apply**
	· Coordinates all aspects of training design and delivery including material production, facilities, subject matter experts, and scheduling;
· Designs and facilitates training materials and lesson plans to achieve training objectives for both internal project team and program area train the trainer staff;
· Independently identifies training opportunities and works directly with management to propose and implement training solutions;
· Maintain Help Center section of the CWDS website;
· Implement training solutions using various methods: instructor led, computer based, online modules, and web-conferencing;
· Provide training on the tools utilized by the program areas, for example TFS for testing purposes.

	Key Competencies


(Other skills and competencies may apply)
	Minimum 1 year experience as a Training Specialist and possess the following competencies:
· Strong communication skills (both written and oral) including the ability to communicate with and understand the needs of both technical and non-technical staff;
· Expertise in a variety of training concepts, practices, and procedures; 
· Ability to work with managers at various levels to recommend training solutions.

	Specialist Skills and Qualifications
(Staff may be required to develop specialized skills in one or more of these tools)
	· MS Office Suite (Word, Excel, PowerPoint, Visio, Project)

Additional software and certification qualifications are a plus:
1. ITIL Foundation Certified (at a minimum)
1. Fusion 2018 (JAWS/Zoomtext)
1. WAT – Web Accessibility Toolbar





	Training and Communication Specialist

	Job Summary
	The Training and Communication Specialist is responsible for managing a communication and outreach plan. Responsible for developing, implementing, and maintain training programs relating to CWDS system releases and new functionality. Training programs consist of materials for the project team and partner specific training materials: manuals, presentations, videos, supporting documents and training materials.  

	
General Duties and Responsibilities

**Other duties may apply**
	· Assists in administration and organization of training programs specific to system releases and new functionality.
· Responsible for developing training materials specific to the use system software and testing tools. Current software and testing tools include:
· Microsoft Team Foundation Server (TFS)
· Accessibility Testing tools (AccVerify, JAWS, Zoomtext and Dragon Naturally Speaking, WAT – Web Accessibility Toolbar)
· MS Office Suite (Word, Excel, PowerPoint, Visio, Project)
· Implement training solutions using various methods: instructor led, computer based, online modules, and web-conferencing;
· Develop communication plan to address user information needs including identifying appropriate communication channels after consulting with business stakeholders;
· Develop and implement outreach plans to increase awareness/ education of system roll-out and enhancements;
· Assess effectiveness of outreach programs; 
· Document findings and provide recommendations for increasing outreach effectiveness.


	Key Competencies


(Other skills and competencies may apply)
	Minimum 1 year experience as a Training Specialist and possess the following competencies:
· Strong communication skills (both written and oral) including the ability to communicate with and understand the needs of both technical and non-technical staff;
· Expertise in a variety of training concepts, practices, and procedures;
· Ability to work with managers at various levels to recommend training solutions.

	Specialist Skills and Qualifications
(Staff may be required to develop specialized skills in one or more of these tools)
	· MS Office Suite (Word, Excel, PowerPoint, Visio, Project)

Additional software and certification qualifications are a plus:
1. ITIL Foundation Certified (at a minimum)
1. Fusion 2018 (JAWS/Zoomtext)
1. WAT – Web Accessibility Toolbar





	Application Developer

	Job Summary
	An Application Developer is responsible for creating and maintaining application code for the CWDS platform as well as testing and debugging the application using prescribed application development tools.  


	General Duties and Responsibilities

(Other duties and functions may apply)
	· Design, develop and maintain simple-to-complex application; software on multiple technical platforms using approved languages and tools, while conforming to the Commonwealth's coding standards;
· Work with Application System Administrator in the analysis, design, development, and implementation of application security requirements;
· Participate in all phases of application development projects;
· Provide advisory support and guidance to the business areas on issues regarding system design, functionality, and overall application use.

	Key Competencies


(Other skills and competencies may apply)
	Ability to work in a team or by yourself in a fast paced, high-pressure environment while following Commonwealth IT Standards;
Knowledge of up-to-date IT methodologies and best practices;
Experience in developing multi-tier web-based applications;
Ability to translate technical language into terms easily understood by non-technical staff.

	Specialist Skills and Qualifications
(Staff may be required to develop specialist skills in one or more of these tools)
	· SQL Server 2019 – 5+ years’ experience
· Visual Studio 2019 - .Net – 3+ years’ experience
· Microsoft Team Foundation Server – 3+ years’ experience
· RapidSpell.NET – 3+ years’ experience
· webMethods 9.12 – 3+ years’ experience
· Business Object tools including Crystal Reports 3+ years’ experience
· ITIL Foundation Certified (at a minimum)
· MVC – 3+ years’ experience
· WAT – Web Accessibility Toolbar – 1+ years’ experience
· FileNet/Datacap – 3+ years’ experience
· JQuery – 3+ years’ experience






[bookmark: _Toc134963615]
	
Database Administrator 

	Job Summary
	Database Administrators are responsible for database planning, installation, configuration, development, conversion, monitoring, optimization, troubleshooting, backup, recovery, and security. This role will perform database analyst tasks.

	General Duties and Responsibilities

(Other duties and functions may apply)
	· Perform Daily performance check of database software and environment infrastructure and monitor database backups;
· Develop Data Architecture and logical and physical data models;
· Plan for future data growth and create database standards;
· Perform upgrades to database and environments;
· Performs optimization and troubleshooting of all databases related problems.

	Technology Systems (and Components) 
	· SQL Server 2019 (Enterprise Edition)


	Key Competencies
(Other skills and competencies may apply)
	· Knowledge of database performance and principles;
· Knowledge of database design and architecture;
· Install SQL Servers and replicate data between servers;
· Ability to prioritize and manage multiple projects and clients;
· Ability to troubleshoot and resolve and database related issues.

	Specialist Skills and Qualifications
(Staff may be required to develop specialist skills in one or more of these tools)

	· Microsoft Team Foundation Server – 3+ years’ experience
· Visual Studio 2019 – 2+ years’ experience
· SQL Server 2019 (Enterprise Edition) / SQL Server Integration Services – 7+ years’ experience
· SQL Service Reporting Services – 5+ years’ experience
· Windows 2019 Server – 3+ years’ experience
· Erwin 2020 R2 Data Modeler – 3+ years’ experience
· ITIL Foundation Certified (at a minimum)
· ETL experience – 2+ years, SSIS 2019 a plus







	
Application System Administrator

	Job Summary
	The Application System Administrator is responsible for planning and maintaining application configurations with respect to CWDS. Key responsibilities include change implementation, batch operations, migration and regression testing, specific software upgrades, strategic planning, project management and application security.


	General Duties and Responsibilities

(Other duties and functions may apply)
	· Monitor overall system performance;
· Work with DLI Security Team to ensure all security standards have been met;
· Develop plan for system software and infrastructure upgrades;
· Participate in project planning including scope definition, deliverables, project activities, milestones, timelines and staffing;
· Prioritize and manage all production support items received from program areas.

	Technology Systems (and Components) 
	· Netegrity Software (CA Identity Manager and eTrust SiteMinder)


	Key Competencies

(Other skills and competencies may apply)
	· Ability to work on multiple, high priority tasks with minimal supervision as well as manage multiple clients simultaneously;
· Ability to learn new technologies and procedures quickly;
· Ability to balance long term projects and goals with short-term, critical tasks;
· Ability to rapidly resolve issues and recognize when escalation is necessary;
· Experience in IT system administration.

	Specialist Skills and Qualifications
(Staff may be required to develop specialist skills in one or more of these tools)

	· Netegrity software packages (CA Identity Manager and eTrust Site Minder) – 3+ years’ experience
· Tivoli Monitoring and Performance Tools – 1+ years’ experience
· Swipe Card Reader Installation – 1+ years’ experience
· Scanner Configuration – 1+ years’ experience
· Microsoft Team Foundation Server – 5+ years’ experience
· Microsoft Visual Studio 2019 – 5+ years’ experience
· SQL Server 2019 – 5+ years’ experience
· webMethods interface software – 1+ years’ experience
·  ITIL Foundation Certified (at a minimum)
·  Microsoft Office Suite – 5+ years’ experience
·  WAT – Web Accessibility Toolbar – 1+ years’ experience






	Security Subject Matter Expert

	Job Summary
	A Security Subject Matter Expert is responsible for configuring the security policies for the CWDS application, coordinate with the DLI Security team to migrate the security policies and provide design guidance to the application team in implementing key security features.

	
General Duties and Responsibilities
**Other duties may apply**
	· Coordinate with the application team leads to gather security requirements for the CWDS application;
· Implement the security policies for the CWDS application;
· Coordinate with the DLI security team to migrate the policies in each of the higher environments;
· Planning and design guidance to the application team to implement the security policy changes and updates;
· Maintain the current security infrastructure and security administration.

	Technology Systems (and Components) 
	· Netegrity Software (CA Identity Manager and SiteMinder)
· SQL Server 2019 Database

	Key Competencies
(Other skills and competencies may apply)
	· Knowledge of the CA’s Identity Manager and SiteMinder;
· Knowledge of web services and code development;
· Relational Database concepts;
· Experience with network security including firewalls, etc.
· Strong organizational skills.

	Specialist Skills and Qualifications
(Staff may be required to develop specialized skills in one or more of these tools)
	· Netegrity software packages (CA Identity Manager and Site Minder) – 7+ years’ experience
· .NET and Java development – 5+ years’ experience
· SQL Server 2019 – 5+ years’ experience
· Internet Information Server – 5+ years’ experience
· ITIL Foundation Certified (at a minimum)













	Application Architect

	Job Summary
	An Application Architect is responsible for ensuring smooth operation of the CWDS application, provide overall application design, guide and mentor the developers, coordinate build and deployment activities, monitor application performance and is also responsible for system documentation.

	
General Duties and Responsibilities
**Other duties may apply**
	· Provide guidance to the application team and technical team;
· Monitor application and provide solution to mitigate performance bottlenecks;
· Coordinate builds, deployments, and all architecture testing;
· Monitor CWDS interfaces and batch cycles;
· Coordinate with the DLI security team for policy migration and overall security health of the application.

	Technology Systems (and Components) 
	· Visual Studio 2019, Microsoft Team Foundation Server
· Various third-party software (RapidSpell, OPSWAT metascan, TinyMCE etc.)
· Netegrity Software (CA Identity Manager and SiteMinder)
· SQL Server 2019 Database
· Windows 2019 Server
· webMethods
· webMethods UI and SQL Reporting Tools
· Crystal Reports
· CA’s Identity Minder/Site Minder
· Load Runner/Web Inspect
· WAT – Web Accessibility Toolbar


	Key Competencies
(Other skills and competencies may apply)
	· Software Development Methodologies; 
· Conversant with all phases of System Development Life Cycle;
· Recommend solutions and tools to the client;
· Enterprise Architecture Integration;
· Strong organizational skills;
· Experience applying Accessibility best practices.

	Specialist Skills and Qualifications
(Staff may be required to develop specialized skills in one or more of these tools)
	· Software Development Methodologies – 5+ years’ experience
· Design Concepts – 5+ years’ experience
· Visual Studio 2019 and Microsoft Team Foundation Server – 7+ years’ experience
· Relational database SQL Server 2019 – 5+ years’ experience
· Enterprise Libraries – 5+ years’ experience
· Internet Information Server – 7+ years’ experience
· Overall knowledge of Java Development - 5+ years’ experience
· Security architecture in general – 7+ years’ experience
· ITIL Foundation Certified (at a minimum)









	Build and Deployment Administrator

	Job Summary
	A build and deployment administrator is responsible for managing source control, managing code access controls, setup, configure and manage builds. 

	
General Duties and Responsibilities
**Other duties may apply**
	· Setup and configure Source Control;
· Implement Branching Strategy;
· Schedule, execute and monitor Builds and deployments
•    Administer TFS;
· Maintain\Upgrade existing Build and Deployment Scripts.

	Technology Systems (and Components) 
	· Build/Deployment methodologies
· Team Foundation Server
· Internet Information Server
· Batch Scripting


	Key Competencies
(Other skills and competencies may apply)
	· Team Foundation Server/TFS Templates
· Team / MS Build
· Branching methodologies
· Relational Database Concepts
· Organization Skills

	Specialist Skills and Qualifications
(Staff may be required to develop specialized skills in one or more of these tools)
	· Team/MS Build
· Working knowledge of .NET tools – 7+ years’ experience
· Working knowledge of Team Foundation Server API’s, Project Templates – 7+ years’ experience
· Working knowledge of batch Scripts - 5+ years’ experience
· SQL Server 2019 – 5+ years’ experience
· Windows 2019 Server – 3+ years’ experience
· Internet Information Server – 7+ years’ experience
· ITIL Foundation Certified (at a minimum)





	Interface Batch 

	Job Summary
	This position serves as the subject matter expert for batch scheduling and monitoring tool as well as the CWDS architecture for batch jobs. Specifically, this role will need to interface with the webMethods team.

	
General Duties and Responsibilities
**Other duties may apply**
	· Work with the webMethods team to schedule CWDS batch jobs in the Development and Systems Integration Testing environments;
· Monitoring and troubleshooting of CWDS Production batch jobs;
· Work with the CWDS application subsystem teams to determine batch scheduling requirements;
· Work with the DLI Batch Scheduling team to promote batch jobs to Production environments;
· Design and develop code for the batch processing of CWDS application data.

	Key Competencies

(Other skills and competencies may apply)
	•	Ability to work well with others and complete tasks with minimal supervision in a high-pressure environment;
•	Excellent problem solving and structured thinking skills;
•	Experience using latest development methodologies, coding standards and design patterns;
•	Experience in working with cross-functional teams and mentoring skills;
•	Excellent analytical skills. Good communication skills.

	Specialist Skills and Qualifications
(Staff may be required to develop specialized skills in one or more of these tools)
	· Microsoft VB.NET – 5+ years’ experience
· MS SQL Server T-SQL - 5+ years’ experience
· ITIL Foundation Certified (at a minimum)
· Software AG webMethods = 5+ years’ experience












	webMethods Role

	Job Summary
	A webMethods Subject Matter Expert is responsible for design, development and testing of Interfaces between CWDS and other systems using the Software AG webMethods middleware product suite. 

	
General Duties and Responsibilities

**Other duties may apply**
	Interfaces Design and Code Development
Design, develop and maintain simple to complex interfaces software on multiple technical platforms using approved languages and tools;
· Develop VB.NET code to work with webMethods flow services;
Develop T-SQL stored procedures to work with webMethods flow services;
· Work with Application System Administrator in the analysis, design, development and implementation of interface security requirements.


	Key Competencies


(Other skills and competencies may apply)
	•	Ability to work well with others and complete tasks with minimal supervision in a high-pressure environment;
•	Excellent problem solving and structured thinking skills;
•	Experience using latest development methodologies, coding standards and design patterns;
•	Experience in working with cross-functional teams and mentoring skills;
Excellent analytical skills;
Good communication skills.

	Specialist Skills and Qualifications

(Staff may be required to develop specialized skills in one or more of these tools)
	· SQL Server 2019 – 5+ years’ experience
· Visual Studio.NET 2019 – 3+ years’ experience
· Microsoft Team Foundation Server – 3+ years’ experience
· ITIL Foundation Certified (at a minimum)
· SoftwareAG webMethods – 5+ years’ experience





	FileNet / Datacap

	Job Summary
	This position serves as the subject matter expert for the FileNet / Datacap monitoring tool as well as the CWDS architecture for Scan jobs. 

	
General Duties and Responsibilities
**Other duties may apply**
	· Monitoring and troubleshooting of CWDS Production Scan jobs.

	Key Competencies


(Other skills and competencies may apply)
	•	Ability to work well with others and complete tasks with minimal supervision in a high-pressure environment;
•	Excellent problem solving and structured thinking skills;
•	Experience using latest development methodologies, coding standards and design patterns;
•	Experience in working with cross-functional teams and mentoring skills;
•	Excellent analytical skills. Good communication skills.

	Specialist Skills and Qualifications

(Staff may be required to develop specialized skills in one or more of these tools)
	· FileNet - 5+ years’ experience
· Datacap - 5+ years’ experience
· ITIL Foundation Certified (at a minimum)
· Microsoft Team Foundation Server – 5+ years’ experience
· Microsoft Visual Studio – 5+ years’ experience






	
SOLr/Lucidworks Administrator

	Job Summary
	This position serves as the Administrator for the SOLr /Lucidworks Search tool & UI for expediting CWDS searching capabilities

	
General Duties and Responsibilities
**Other duties may apply**
	· Monitor Scheduled jobs (DEV through PROD);
· Create new collections and update CWDS dashboards (SIT – PROD);
· Maintain and modify existing collections in all environments;
· Monitor servers for proper functionality.


	Key Competencies

(Other skills and competencies may apply)
	•	Ability to work well with others and complete tasks with minimal supervision in a high-pressure environment;
•	Excellent problem solving and structured thinking skills;
•	Experience using latest development methodologies, coding standards and design patterns;
•	Experience in working with cross-functional teams and mentoring skills;
•	Excellent analytical skills. Good communication skills.

	Specialist Skills and Qualifications
(Staff may be required to develop specialized skills in one or more of these tools)
	· Overall knowledge of Java Development - 3+ years’ experience
· SOLr – 5+ years’ experience
· Lucidworks – 3+ years’ experience
· ITIL Foundation Certified (at a minimum)










	Reports Developer

	Job Summary
	The Reports Developer will be responsible for creating new and maintaining existing Crystal reports in the CWDS application. 

	
General Duties and Responsibilities

**Other duties may apply**
	• Create and support CWDS reports, including Crystal Reports, Ad hoc Universes and Business Views;
• Work in partnership with management, users, IT developers and subject matter experts to understand and develop report requirements; • Provide and update report/program documentation; 
• Work closely with business partners to understand their changing needs and make appropriate recommendations to new and existing reports;
• Communicate effectively to team members, management and IT partners. 

	Key Competencies

(Other skills and competencies may apply)
	1. Ability to work well with others and complete tasks with minimal supervision;
1. Ability to work in a high-pressure environment;
1. Excellent problem solving and structured thinking skills;
1. Experience in working with cross-functional teams and mentoring skills;
1. Excellent analytical skills. Good communication skills.


	Specialist Skills and Qualifications

(Staff may be required to develop specialized skills in one or more of these tools)
	1. Crystal Reports and SSRS – 3+ years’ experience
1. SAP Business Objects Tools – 3+ years’ experience
1. MS Visual Studio 2019 – 2+ years’ experience
1. MS SQL Server Management Studio 2019 – 3+ years’ experience
1. MS Office Suite – 3+ years’ experience
· ITIL Foundation Certified (at a minimum)
· WAT – Web Accessibility Toolbar – 1+ years’ experience
· Microsoft Team Foundation Server – 3+ years’ experience

	

	





	Quality Assurance / Testing Analyst

	Job Summary
	The Quality Assurance/Testing Analyst will be responsible for activities related to system integration testing (SIT). This includes developing and translating test strategies into test plans and schedules; creating test scripts/cases/data; executing test scripts (SIT), coordinating with UAT testers, troubleshooting reported bugs, and providing timely testing results metrics.

	
General Duties and Responsibilities

**Other duties may apply**
	1. Create and execute test scripts after evaluating business requirements, supporting design documentation, functional, technical specification documents.  Complete understanding needed to develop test strategies and assessments that should account for, durations, constraints, assumptions, etc. needed to fulfill test objectives; 
1. Create and maintain test plans with detailed project schedules, conveying defined milestones for test preparation, execution, and compliance reporting activities and deliverables; 
1. Manage troubleshooting of all reported defect activity during System Integration (SIT) and User Acceptance Testing (UAT);
1. Create and distribute testing reporting metrics to management and end user testers.


	Key Competencies


(Other skills and competencies may apply)
	Minimum 1 year experience as a Quality Assurance/Testing Analyst and possess the following competencies:
1. Experience in creating and executing test plans and scripts;
1. Strong interpersonal skills and the ability to work well with others and complete tasks with minimal supervision;
1. Excellent problem solving and structured thinking skills;
1. Experience in working with cross-functional teams and mentoring skills;
1. Excellent analytical skills; 
1. Good communication skills


	Specialist Skills and Qualifications
(Staff may be required to develop specialized skills in one or more of these tools)
	1. MS Office Suite (Word, Excel, PowerPoint, Visio, Project)
1. Microsoft Team Foundation Server
1. Selenium
1. HP LoadRunner

Additional software and certification qualifications are a plus:
1. ITIL Foundation Certified (at a minimum)
1. Fusion 2018 (JAWS/Zoomtext)
1. WAT – Web Accessibility Toolbar







Page 2 of 2

