RFP 12-113
ATTACHMENT P

STAFF POSITION DESCRIPTIONS AND QUALIFICATIONS

	Key Staff Positions

	Title
	Responsibilities
	Required and Preferred Qualifications

	Project Executive
	· Ensure that the Project receives corporate support, commitment, and oversight to meet all its contractual requirements.  

· Signature authority to commit the IEDSS Vendor to all contractual obligations.  

· Provides direction to the IEDSS Project effort, ensures that all IEDSS Vendor supplied staff and other resources meet the needs of the IEDSS Project as required

· Maintains accountability for IEDSS Vendor supplied staff performance. 

· Manages contractual relationships, administers agreements.
	Required:

· Experience with large-scale (at least $10 million contract value), information system design and development experience (welfare information systems preferred) including experience in a managerial assignment

· Project Management experience, defined as performing all of the tasks defined in the Project Management Body of Knowledge, PMBok©Fourth Edition , of large (at least $10 million contract value) system applications

· Management experience, defined as performing all of the tasks defined in Project Management Body of Knowledge, PMBok©Fourth Edition, managing a team greater than (25) people
· Strong understanding of Software SDLC methodologies and SDLC artifacts
· Experience with project management applications (i.e. Microsoft Project, Visio, and Microsoft Office Suite 2007)


	Project Manager
	· Dedicated, full time, and responsible for ensuring the IEDSS Project receives corporate support, commitment, and oversight to meet all of its contractual requirements

· Has primary responsibility for managing this Agreement

· Responsible for the day-to-day project management of the IEDSS  Project including overall performance and Contracts compliance

· Manage and coordinate the IEDSS Vendor resources assigned to the IEDSS Project

· Ensure the timely development and delivery of quality IEDSS  Project Deliverables

· Communicate with the State through formal correspondence

· Manage project schedule and resources 

· Responsible for all design, development and implementation activities 

· Responsible for establishing and monitoring an internal quality assurance process
	Required:

· Bachelor’s degree or equivalent formal education

· Five (5) years of successful (on time, within budget) project management experience for government projects of this size and complexity

· Five (5) years of experience with large-scale (at least $10 million contract value), information system design and development experience (welfare information systems preferred) including experience in a managerial assignment

· Five (5) years of management experience, defined as performing all of the tasks defined in the Project Management Body of Knowledge, PMBok©Fourth Edition , managing a team greater than (25) people

· Strong  understanding of Software SDLC methodologies and SDLC artifacts
· Experience with project management applications (i.e. Microsoft Project, Visio, and Microsoft Office Suite 2007)
Preferred:

· PMP Certification 

· Previous experience with health and human services systems development, management of projects that required collaboration with other vendors, and management of projects of similar size and complexity

· Five (5) years of Project Management experience, defined as meeting responsibilities provided  in Attachment H Section 2.2.1 - Project Initiation, managing a team  greater than fifty (50) people

· Eight (8) years of Project Management experience, defined as meeting responsibilities provided  in Attachment H Section 2.2.1 - Project Initiation, in the integration, scope, risk, time, and cost management areas, for a large (at least $10 million contract value) system integration project(s)
· Advanced knowledge of project management applications (i.e. Microsoft Project, Visio, and Microsoft Office Suite 2007)

	Deputy Project Manager
	· Dedicated, full time, and responsible for ensuring the IEDSS Project receives corporate support, commitment, and oversight to meet all of its contractual requirements

· Responsible for supporting the Project Manager in the day-to-day project management of the IEDSS  Project including overall performance and Contracts compliance

· Assist in managing and coordinating the IEDSS Vendor resources assigned to the IEDSS Project

· Ensure the timely development and delivery of quality IEDSS  Project Deliverables

· Communicate with the State through formal correspondence

· Assist in management of project schedule and resources 

· Perform responsibilities of Project Manager in the event of Project Manager’s absence
	Required:

· Bachelor’s degree or equivalent formal education

· Three (3) years of successful (on time, within budget) project management experience for government projects of this size and complexity

· Three (3) years of experience with large-scale (at least $10 million contract value), information system design and development experience (welfare information systems preferred) including experience in a managerial assignment

· Three (3) years of management experience, defined as performing all of the tasks defined in Project Management Body of Knowledge, PMBok©Fourth Edition, managing a team greater than (25) people

· Strong  understanding of Software SDLC methodologies and SDLC artifacts
· Experience with project management applications (i.e. Microsoft Project, Visio, and Microsoft Office Suite 2007)
Preferred:

· PMP Certification 

· Previous experience with health and human services systems development, management of projects that required collaboration with other vendors, and management of projects of similar size and complexity

· Five (5) years of Project Management experience, defined as meeting responsibilities provided  in Attachment H Section 2.2.1 - Project Initiation, managing a team  greater than twenty-five (25) people

· Five (5) years of Project Management experience, defined as meeting responsibilities provided  in Attachment H Section 2.2.1 - Project Initiation, in the integration, scope, risk, time, and cost management areas, for a large (at least $10 million contract value) system integration project(s)
· Advanced knowledge of project management applications (i.e. Microsoft Project, Visio, and Microsoft Office Suite 2007)

	Project Management Office Manager
	· Reports directly to the Vendor Project Manager

· Manage the IEDSS Project portfolios with multiple projects, work plans and coordinate the availability of scheduled resources to the Project

· Establish and maintain regular communications with Stakeholders

· Provide written status reports as required

· Maintain issue and risk reporting, tracking, escalating, and resolving procedures

· Conduct ongoing reviews with IEDSS Vendor Staff and ensure issue escalation procedures are followed and issues are resolved

· Practice change management controls and procedures

· Analyze progress and suggest changes as deemed appropriate

· Oversee preparation of all documents, correspondence, and meeting agendas

· Identify any potential problem areas, recommends solutions, and works closely and cooperatively with the State Project Staff to resolve issues quickly and fairly

· Develop and maintain the IEDSS Vendor's administrative infrastructure

· Develop and maintain a repository for all project plans, schedules, Deliverables, and project working papers

· Monitor and administer the Contracts and any Amendments, and prepares, tracks, and submits Deliverables and invoices to the State’s Project Staff for review, Acceptance, and payment
	Required:

· Bachelor’s degree or equivalent formal education

· Three (3) years of successful (on time, within budget) project management experience for government projects of this size and complexity

· Three (3) years of experience with large-scale (at least $10 million contract value), information system design and development experience (welfare information systems preferred) including experience in a managerial assignment

· Three (3) years of management experience, defined as performing all of the tasks defined in Project Management Body of Knowledge, PMBok©Fourth Edition, managing a team greater than (25) people

· Strong  understanding of Software SDLC methodologies and SDLC artifacts
· Advanced knowledge of project management applications (i.e. Microsoft Project, Visio, and Microsoft Office Suite 2007) 

Preferred: 

· PMP Certification 

· Two (2) years of experience and/or knowledge managing, defined as meeting responsibilities provided  in Attachment H Section 2.2.1 - Project Initiation, a project that adhered to IEEE Standards

· Two (2) years of experience and/or knowledge of managing, defined as meeting responsibilities provided  in Attachment H Section 2.2.1 - Project Initiation,  a project with Software Engineering Institute Capability Maturity Model (SEI CMMI) Level 2 or higher certification

· Two (2) years of Project Management experience, defined as meeting responsibilities provided  in Attachment H Section 2.2.1 - Project Initiation, in state Social Services programs


	Application Manager
	· Dedicated, full time, to the IEDSS Project

· Reports to Technical Manager; may replace Technical Manager during M&O phase

· Ensure application development resources participate in the system requirements definition and design meetings and the system interface design meetings, and is responsible for the development and finalization of all system and user documents

· Manage the system development and testing activities and is responsible for the preparation of all related status reports and Deliverables.

· Manage the technical resources necessary to meet the requirements of this RFP

· Lead Technology Reviews 

· Facilitate the system design, development, and implementation Change Request process and ensuring that appropriate application maintenance resources are available to the IEDSS Project team to expedite the discussion and resolution of system design, interface, testing, and development issues

· Ensure on-schedule delivery of Change Requests and Systems’ Deficiency fixes

· Manage all activities related to application maintenance and Change Requests

· Ensure adherence to the processes and procedures documented in the project plans

· Identify, mitigate, escalate and manage risks to ensure using the risk process and procedures proposed by the IEDSS Vendor

· Manage application maintenance resources to ensure all application maintenance issue resolutions are expedited.
	Required: 

· Bachelor’s degree or equivalent formal education 

· Five (5) years of Contract Administration experience, defined as performing contract bonding, insurance, contract issue resolution, Deliverable submission, invoicing and contract negotiation for large (at least $10 million contract value) automation  projects

· Five (5) years of experience with large-scale, information system design and development experience (welfare information systems preferred) including experience in a managerial assignment

· Three (3) years of project experience with State Social Services programs

· Three (3) years of Knowledge of Software design adhering to standards defined in IEEE 12207-1996, Paragraph 5.3 Development Process

· Minimum of five (5) years of experience leading health care web based and multi-functional applications for health and human services or other government health care program, or health care-related organization. 

· Strong understanding of Software SDLC methodologies and SDLC artifacts

Preferred: 

· Five (5) years of project experience, in the Vendor Application Maintenance PM role defined above, for state Social Services programs

· Five (5) years of experience, in the Vendor Application Maintenance PM role defined above, on a project that adhered to IEEE standards
· Five (5) years of experience in the Vendor Application Maintenance PM role defined above, with an organization with SEI CMMI Level 2 or higher certification

· Previous experience with health care or health insurance system development on projects of similar size and complexity
· Eight (8) years of experience with large-scale, information system design and development experience (welfare information systems preferred) including experience in a managerial assignment

· Five (5) years of project experience with State Social Services programs

· Five (5) years of Knowledge of Software design adhering to standards defined in IEEE 12207-1996, Paragraph 5.3 Development Process

	Operations Manager
	· Oversees the computer services for the IEDSS  Project Systems and manages all associated project staff

· Responsible for all IEDSS Project Systems operations, including planning, development, batch processes, transaction processing, performance monitoring, and capacity planning/sizing

· Ensures the timely development and delivery of Deliverables associated with Operations.

·  Manage all customer service related functions for Systems users based on requirements of this RFP

· Interact with the State’s Project Staff in evaluating and resolving all operational issues

· Identify, mitigate, escalate, and manage risks

· Ensure that the Systems operate in compliance with this RFP
	Required:

· Five (5) years of experience in operational project management including direct management and supervisory responsibility for a project team of at least 10 people.

· Three (3) years of managerial or supervisory experience in health and human services automation operations

· Three (3) years of experience with performing all of the tasks defined in the Project Management Body of Knowledge.

· Strong understanding of Software SDLC methodologies and SDLC artifacts
Preferred: 

· Three (3) years of experience and/or knowledge of managing a project with Software Engineering Institute Capability Maturity Model (SEI CMMI) Level 2 or higher certification
· Five (5) years of project experience with State Social Services programs
· Five (5) years of managerial or supervisory experience in health and human services automation operations

· Five (5) years of experience with performing all of the tasks defined in  the Project Management Body of Knowledge.

	Technical Manager
	· Dedicated, full time, to the IEDSS Project during the Design Phase, at a minimum

· Knowledge of proposed technologies

· Overall integration of all products and technologies

· Facilitate the system design, development, and implementation process and ensuring that appropriate technical resources are available to the IEDSS Project to expedite the discussion and resolution of system design, interface, testing, development, and operations issues

· Ensure technical resources are available to participate in the system requirements definition and design meetings and the system interface design meetings, and is responsible for the development and finalization of all technical system and user documents

· Manage the technical resources necessary to meet the requirements of this RFP

· Ensure on-schedule delivery of Change Requests

· Ensure any Technology Reviews are planned, executed, and delivered on schedule

· Ensure adherence to the processes and procedures documented in the project plans.

· Ensure on-schedule submittal of Deliverables identified in this RFP

· Provide technical expertise to the team
	Required:

· Bachelor’s degree or equivalent formal education

· Five (5) years of successful (on time, within budget) experience implementing, designing, and architecting web based multifunctional applications for government projects of this size and complexity

· Five (5) years of experience managing a Health and Human Services automation system, including problem resolution and troubleshooting responsibilities.

· Three (3) years of experience in implementing the Equipment proposed by the Vendor across a Wide Area Network (WAN) to multiple remote locations 

· Strong  understanding of Software SDLC methodologies and SDLC artifacts

Preferred: 

· Three (3) years of experience and/or knowledge of managing a project with Software Engineering Institute Capability Maturity Model (SEI CMMI) Level 2 or higher certification

· Eight (8) years of experience managing a Health and Human Services automation system, including problem resolution and troubleshooting responsibilities.

· Eight (8) years of experience in implementing the Equipment proposed by the Vendor across a Wide Area Network (WAN) to multiple remote locations with 2,000+ users


	Test Manager
	· Dedicated, full time, to the IEDSS Project

· Coordinate defect resolution identified in test case execution

· Develop and execute a comprehensive test plan and detailed test plans, scripts and methodologies for each of the testing activities

· Plan, prepare and execute all testing activities and associated Deliverables for the IEDSS Vendor

· Manage resources necessary for executing the test plans

· Store and manage all test artifacts in the IEDSS Vendor proposed tool

· Ensure the formal deficiency reporting process used by the IEDSS Vendor is rigorously observed

· Manage testing resources to ensure all deficiency issue resolutions are expedited

· Report verification and validation status to the IEDSS Vendor Project Manager

· Ensure on-schedule performance of all test planning, execution, and review activities

· Provide technical support through verification and validation phases of the project through past experience with the tools employed to test the system.
	Required:

· Bachelor’s degree or equivalent formal education. 

· Five (5) years experience in various phases of testing, designing, and developing complex enterprise applications

· Three (3) years of experience in the role of Vendor Test Manager for a project with over 100 concurrent users

· Three (3) years of experience executing formal, written functional, integration, and system test procedures in compliance with a widely recognized standard, such as IEEE or ISO

· Two (2) years of experience in managing test and validation plans, cases, and procedures in compliance with IEEE Standards
· Two (2) years of experience in testing on a project using the same testing tools proposed by the Vendor

· Three (3) years of project experience with State Social Services programs

· One (1) year of experience in managing a test team that was in compliance with IEEE Standards 1012-2004 for system verification and validation

· Certified Software Tester (CSTE) credential 

· Strong  understanding of Software SDLC methodologies and SDLC artifacts

Preferred:

· Previous experience with health and human services systems development, management of projects that required collaboration with other vendors, and management of projects of similar size and complexity

· Five (5) years of experience in the role of Vendor Test Manager for a project with over 100 concurrent users

· Five (5) years of experience executing formal, written functional, integration, and system test procedures in compliance with a widely recognized standard, such as IEEE or ISO

· Five (5) years of experience in managing test and validation plans, cases, and procedures in compliance with IEEE Standards
· Five (5) years of experience in testing on a project using the same testing tools proposed by the Vendor

· Five (5) years of project experience with State Social Services programs

· Three (3) years of experience in managing a test team that was in compliance with IEEE Standards 1012-2004 for system verification and validation

	Quality Assurance Manager 
	· Dedicated, full time, to the IEDSS Project

· Manage internal quality assurance activities 

· Develop the Quality Assurance Management Plan

· Ensure all deliverables, work products, tasks, and services in this RFP are free of Deficiencies, are delivered on schedule, follow all of the IEDSS Vendor’s processes and procedures, and are of the highest quality

· Develop and execute all quality related plans, processes, and procedures

· Manage all Quality Assurance related resources.

· Develop and implement a quality assurance process to ensure all objectives are met, milestones are achieved, and stakeholders are satisfied
	Required:

· Bachelor’s degree or equivalent formal education

· Five (5) years of management experience for government systems development

· Three (3) years of experience in the role of Quality Assurance Manager as defined above for a project with over 100 concurrent users

· One (1) year of experience in providing management of quality assurance plans, Software reviews, standard test documentation , and quality metrics with IEEE Standards

· Strong  understanding of Software SDLC methodologies and SDLC artifacts

Preferred:

· Software Quality Engineer Certification (CSQE) or similar

· Previous experience with health and human services systems development, management of projects that required collaboration with other vendors, and management of projects of similar size and complexity

· Five (5) years of project experience with State Social Services programs

· Five (5) years of experience in the role of Quality Assurance Manager as defined above for a project with over 100 concurrent users

· Three (3) years of experience in providing management of quality assurance plans, Software reviews, standard test documentation , and quality metrics with IEEE Standards

	Security Officer
	· Reports to Technical Manager

· Management and enforcement of security policies and procedures

· Manage security audits and reviews

· Monitor of security issues;

· Recommend issue resolution strategies

· Provide monthly and periodic statistical reports

· Develop and maintain appropriate problem escalation and resolution procedures.
	Required:

· Three (3) years of experience managing highly sensitive physical, technical and procedural security for a large-scale system or technical project.

· Strong understanding of Software SDLC methodologies and SDLC artifacts

Preferred:

· Three (3) years of project experience with health and human services programs

	Lead Database Administrator
	· Reports to Technical Manager

· Maintain the integrity and security of the Systems Data

· Maintain and administer the Systems databases and monitoring of database server performance.  

· Responsible for database installations, configurations, customizations, backup/ recovery, and implementation of database environments. This includes support, patches, updates, security, standby databases, disaster recovery, and performance tuning

· Clearly communicate complex database problems

· Monitor database issues and performance

Escalate performance issues
	Required:

· Certified Database Administrator (Current)

· Five (5) years of experience in Large Database Environments

· Strong understanding of Software SDLC methodologies and SDLC artifacts

Preferred:

· Eight (8) years of experience in Large Database Environments



	OCM Manager
	· Reports to Project Manager

· Assist executives with developing the vision

· Facilitate sessions to develop the objectives and KPI’s to support the vision

· Organizational assessment to determine the change awareness, desire, knowledge, ability and reinforcement planning

· Strategic communication planning for staff and stakeholders

· Performing organizational structure assessment for an as-is to a to-be structure 


	Required:
· Bachelor’s degree or equivalent formal education

· ADKAR certified

· Five (5) years experience in Managing and Planning Organizational Change Management for a project with over  500 users

· Three (3) years of experience in Organizational Structure assessment and development for a project with over  500 users

· Strong understanding of Software SDLC methodologies and SDLC artifacts

Preferred:
· Experience in Organizational Change Management development and delivery for a health and human services environment  

· Five (5) years of experience in the role of Vendor Organizational Change Management  Manager for a project with over 500 users

Five (5) years of experience assessing skill levels and developing new skill levels for a project with over 500 users

	Training Manager
	· Dedicated, full time, to the IEDSS Project

· Communicate, manage, incorporate ongoing system development changes into the training material

· Develop and execute all training related plans, processes, and procedures

· Integrate business process with system training
	Required:

· Bachelor’s degree or equivalent formal education

· Five (5) years experience in training development and delivery for a project with over  500 users

· Three (3) years of experience in the role of Vendor Training Manager for a project with over  500 users

· Three (3) years of experience developing training plans, curricula, user documentation in a web-based setting

· Strong understanding of Software SDLC methodologies and SDLC artifacts

Preferred:

· Experience in training development and delivery for a health and human services system 

· Five (5) years of experience in the role of Vendor Training Manager for a project with over  500 users

· Five (5) years of experience developing training plans, curricula, user documentation in a web-based setting



	Implementation Manager
	· Dedicated, full time, to the IEDSS Project

· Schedule, coordinate, and manage all implementation task activities 

· Manage requirements definitions sessions between the vendor and State staff schedule task-level activities

· Coordinate installation of any required communication lines, gateways, routers and associated equipment
	Required:

· Bachelor’s degree or equivalent formal education

· Five (5) years of management experience for government projects of this size and complexity during the implementation phase

· Strong understanding of Software SDLC methodologies and SDLC artifacts

Preferred:

· PMP Certification 

· Previous experience with health and human services systems development, management of projects that required collaboration with other vendors, and management of projects of similar size and complexity

	Conversion Manager
	· Dedicated, full time, to the IEDSS Project

· Manage all conversion resources and activities

· Responsible for developing a comprehensive database schema

· Validate conversion success, and mitigate conversion failures

· Test data conversion scripts and data conversion test scripts 

· Develop and maintain conversion checklists


	Required:

· Bachelor’s degree or equivalent formal education

· Five (5) years experience in participating in system conversions from multiple and complex  data sources

· Three (3) years of experience in the role of Vendor Conversion Manager for a project with multiple data sources

· Three (3) years of experience developing data cleanup plans and pre/post conversion activities in a government setting

Preferred:

· Experience in conversion planning and execution for a health and human services system 

· Five (5) years of experience in the role of Vendor Conversion Manager for a project with multiple data sources

· Five (5) years of experience developing data cleanup plans and pre/post conversion activities in a government setting




	Non-Key Staff **Only Non-Key Staff Positions with specific qualifications are included in this table

	Title
	Responsibilities
	Required and Preferred Qualifications

	Programmers/ Developers
	· Develop and program the IEDSS  System
	Required:

· Two (2) years of experience developing  applications using the development tools proposed by the Vendor
· Strong  understanding of Software SDLC methodologies and SDLC artifacts

Preferred:

· Two (2) years of project experience with State Social Services programs
· Two (2) years of development experience  with the Vendor’s proposed solution

	System Analyst
	· Responsible for the analysis, design and specification for the IEDSS System
	Required:

· Two (2) years of experience managing requirements for development projects
· Two (2) years of experience interacting with User management, User staff and IT technical staff to determine requirements and develop designs and specifications for new applications.
· Strong  understanding of Software SDLC methodologies and SDLC artifacts
Preferred:

· Four (4) years of experience managing requirements for development projects

· Four (4) years of experience interacting with User management, User staff and IT technical staff to determine requirements and develop designs and specifications for new applications.
· Two (2) years of experience participating in transition tasks, (i.e. test planning, test scenarios, testing, training, documentation and transition tasks.
· Four (4) years of project experience with State Social Services programs

	Tester
	· Reports to the Test Manager

· Execute test scripts according to the test plan

· Report defects

· Test fixes 

· Provide technical support to the IEDSS Project
	Required:

· Three (3) years of experience executing formal, written functional, integration, and system test procedures in compliance with a widely recognized standard, such as IEEE or ISO

· Two (2) years of experience in testing on a project using the same testing tools proposed by the Vendor

· One (1) year of project experience with State Social Services programs

· One (1) year of experience in managing a test team that was in compliance with IEEE Standards 1012-2004 for system verification and validation
· Strong understanding of Software SDLC methodologies and SDLC artifacts
Preferred:

· Certified Software Tester (CSTE) credential 

· Five (5) years of experience executing formal, written functional, integration, and system test procedures in compliance with a widely recognized standard, such as IEEE or ISO

· Five (5) years of experience in managing test and validation plans, cases, and procedures in compliance with IEEE Standards
· Five (5) years of experience in testing on a project using the same testing tools proposed by the Vendor

· Three (3) years of project experience with State Social Services programs
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