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[bookmark: _Toc473914551][bookmark: _Toc475280357]Part A: Project Organization Chart
The candidate provides an HRIS project team organization chart showing the potential positions needed to complete the project.
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[bookmark: _Toc475280358]Part A1: Role Descriptions
The candidate provides an appropriate description of the tasks to be performed by each position of the HRIS project team and how each position works with other team members.
	Role
	Description

	Executive Committee
	The responsibilities of the Executive Committee will be to provide counsel and provide recommendations for the scope of the project, objectives that need to be achieved and resources available for assignment. They will provide project review and approval throughout the entire project. Rory Genhardt is the Project Sponsor and provides overall authority for the project. The Project Manager will consult with the Executive Committee throughout the project.

	Project Manager
	With the advice and consent of the Project Sponsor and the Executive Committee, the Project Manager will drive the direction of the HRIS project by developing the Project Charter, Project Scope Document and overall Project Management Plan. The Project Manager will be responsible for successful on-time and under budget completion of all project deliverables. Additional tasks of the Project Manager will be
· Handle communication with all project stakeholders.
· Advise team leads throughout each phase of the project
· Manage and monitor risks, costs, and change throughout project.
· Coordinate resources for each phase of the project.
· Drive weekly updates and project phase reviews.
· Obtain approvals and signoff for all deliverables for each project phase.
· Monitor team progress and performance.
· Manage the Lessons Learned activities. 

	Scheduling Assistant
	The Scheduling Assistant will work directly with the Project Manager to develop a project calendar that accurately assigns tasks and resources to each phase of the project. This will also include continuous monitoring of the project schedule to assist the Project Manager in keeping the project in an on-time status. The Scheduling Assistant will also be responsible in working with all team members in organizing available time for team update meetings. 

	Vendor Manager
	The Vendor Manager will work directly with the Project Manager to identify available vendors for the HRIS Project. The Vendor Manager will be the main point of contact for all vendors in regards to tasks and payments. In conjunction with the Scheduling Assistant, the Vendor Manager will ensure the proper scheduling of all vendors. With the assistance of the Project Manager and the Business Requirements Analyst, the Vendor Manager will also help with the make or buy analysis and the vendor bidding process.

	Business Requirements Analyst
	The Business Requirements Analyst will work directly with the Project Manager in conducting interviews of the Executive Committee to identify the business requirements and scope of the HRIS project. This role will also help identify and define the acceptable criteria requirements and will attend the weekly meetings to monitor the project to assure these requirements are being met and to adjust requirements based on change requirements. In conjunction with the Project Manager and the Vendor Manager, this role will assist with the make or buy analysis and the vendor bidding process.

	Cloud & Infrastructure Manager
	As a member of the IT department, the Cloud & Infrastructure Manager will report directly to the Project Manager and will work with the Cloud Data Platform Consultant and the Software & DBA Manager to install, configure, and manage any needed on-premises infrastructure as defined by the Business Resource Analyst. This role will also work with the Vendor Manager to obtain the Microsoft Azure subscription. Along with the Cloud Data Platform Consultant, the C&IM, this role will configure the Azure Cloud Virtual Machine and install SQL Server within the Virtual Machine. In conjunction with the DBA manager will migrate the consolidated HRIS database to the cloud solution.

	Software & DBA Manager
	As a member of the IT department, the Software & DBA Manager will report directly to the Project Manager and will work with the Cloud Data Platform Consultant and the Cloud & Infrastructure Manager to install, configure, and manage any needed software as defined by the Business Resource Analyst. This role will be the primary person responsible for the database consolidation of all required systems for the HRIS project. This role will be responsible for seeking advice or consultation needed to perform cloud or database tasks from the Cloud Data Platform Consultant.

	Cloud Data Platform Consultant
	The Cloud Data Platform Consultant reports directly with the Project Manager and will work with the other two IT Role leads in installing, configuring, and managing of the HRIS project. This role will be primarily responsible for making recommendation on process improvements that could be realized by using an Azure Cloud Data Platform solution. This role will also assist the DBA Manager in performing the database consolidation and work with the Cloud Manager for the database migration.

	Training Manager
	The Training Manager will report directly to the Project Manager and will be the primary responsible person in creating and maintaining training materials for the HRIS project. This role will work with the Scheduling Assistant to organize available time to train the GenRays staff on the HRIS project. The Training Manager will be in charge of the Technical Instructor and will also assist in delivering training classes.

	Technical Instructor
	The Technical Instructor will report directly to the Training Manager and will assist in creating and maintaining training materials for the HRIS project. The Technical Instructor will be the primary person responsible for the delivery of training to the GenRays staff. The Technical Instructor will also be requested to deliver and record training sessions for future employees.

	Quality Management Manager
	The Quality Management Manager will report directly to the Project Manager and will be the primary responsible person in creating and tracking quality assurance tests of the HRIS project. This role will work with the Business Requirement Analyst to define the acceptable criteria of the HRIS Project and will lead the Quality Analyst team to ensure that the project meets the defined goals of the project. This role will report in bugs and suggested fixes to the Project Manager to be delivered to the IT staff.

	Quality Analyst #1 & #2
	Working directly with the Quality Management Manager, the Quality Analysts will test the HRIS project to ensure that it meets all the goals and requirements as defined by the Project Manager and Business Requirements Analyst. Members of this role will be responsible for identifying bugs and notifying the Quality Management Manager of possible issues and fixes.


[bookmark: _Toc475280359]Part A2: Team Member Recommendations and Justifications
The candidate provides an appropriate recommendation and logical justification with sufficient support for each position of the HRIS project team. 
	Role
	Recommendation
	Justification

	Executive Committee
	Rory Genhardt, Crystal Marshall, Connie Barnett, Darcy Martin, Ashley Burrici, Brian Jenkins, Rylee Anderson, Taylor Guerts 
	All members of the Executive Committee were interviewed as part of the Initiation phase of this project. Rory is the CEO of GenRays and is the Project Sponsor. Connie, Ashley, and Brian are strong proponents of the HRIS project and will be able to push for resources needed to complete project. The remaining members will provide additional insight based on their critical roles within the company.

	Project Manager
	John Deardurff
	John was recommended for this project by the CEO of GenRays, Rory Genhardt. Already a member of the IT staff, he will be able to spend the majority of his time devoted to the project. Plus, he is a pretty good karaoke singer.

	Scheduling Assistant
	Devon
	Devon has been in the logistics department for 7 years and knows his way around a schedule having been the team lead for the logistics and scheduling of the successful project to centralize the Finance database. On the weekends, Devon likes to lend his talents to being a professional scorekeeper for local chess tournaments. 

	Vendor Manager
	Drew
	After only 5 years at the company, Drew has become a fan favorite of the Executive Committee after recently being the team lead that helped define and implement the purchasing portion of the successful project to centralize the Finance database. Armed with only his contact list and calculator, Drew is back representing the Procurement department to negotiate the best deals for the company.

	Business Requirements Analyst
	Morgan
	As the Project Manager for the successful project to centralize the Finance database, Morgan brings invaluable experience and advice to the team. Her already established relationship with the Executive Committee will get the project started in the right directions and will ensure that the business criteria of the project are being met. She is also the three-time champion of the corporate sponsored NCAA basketball tournament bracket challenge.

	Cloud & Infrastructure Manager
	Kendall
	As a member of the IT department for the last 9 years, Kendall has really become the go to guy when it comes to troubleshooting software code, identifying problems with the computer systems, or errors on the network. Nine is also the number of cups of coffee Kendall needs before it is safe to ask him any questions.

	Software & DBA Manager
	Dakota
	Dakota has a Master Degree that he obtained online from Western Governors University. Which means he is a smart dude and could probably accomplish anything he wants. But given he has been working on database analytics for eleven years, it seems appropriate to assign him to work with the databases.

	Cloud Data Platform Consultant
	John Deardurff
	John has been in the IT industry for over 20 years as both a network consultant and database developer. For the last 17 years he has been a Microsoft Certified Trainer (MCT) and was recently awarded a Microsoft MVP award for his contributions to the Cloud Data platform community. As a member of the IT staff, John will be able to support the project long after it is completed.

	Training Manager
	Alex
	Alex works in the Human Resources department maintaining the training records of all the employees. She was also part of the team that implemented the successful project to centralize the Finance database. In her spare time, Alex is a fitness instructor at the local community center where she trains people of all ages the fine arts of yoga and juggling.

	Technical Instructor
	Ashton
	After 20 years at GenRays, Ashton is known around the office as the Tech Support guy. His congenial attitude and calm manner in helping others makes him a logical choice in training all the employees on the new Human Resource Information System. Just avoid going to his house for dinner as his love of animals is why Ashton currently has 18 rescue pets. 

	Quality Management Manager
	Morgan
	As the Project Manager for the successful project to centralize the Finance database, Morgan brings invaluable experience and advice to the team. Also, she is the team lead that analyzed the business requirements of the HRIS Project. This will help the project to identify what was required versus what was accomplished on the project.

	Quality Analyst #1
	Jayden
	Working in the Research department, Jayden created the e-forms that will be included in the HRIS project database. He knows the most common errors that people make when performing data entry.

	Quality Analyst #2
	Jaime
	Jaime currently works in the Human Resources department entering in data for attendance and payroll. She will be able to identify common errors from the data aspect of the HRIS database project.



[bookmark: _Toc475280360]Part B1: Internal and External Stakeholders
The candidate identifies internal and external stakeholder groups and provides an accurate description, with sufficient detail, of the defining characteristics that constitute membership in each group.
	Stakeholder Group
	 Group Membership
	Stakeholder Type
	Power Grid

	GenRays Executive Committee
	CEO, Vice-President of Finance, Vice-President of Manufacturing, Vice-President of Marketing, Directors of Human Resources, Director of IT, Director of Accounting
	Internal
	High Interest, High Power

	Other GenRays Management Staff
	Internal Management staff not named in the Principal Internal Leadership
	Internal
	Low Interest, High Power

	Project Team Members
	All members of the HRIS project
	Internal
	High Interest, High Power

	Staff the will use the HRIS Database
	Employees in the Finance, Manufacturing, and Marketing departments.
	Internal
	High Interest, Low Power

	Staff not using the HRIS Database
	Employees in the Distribution, Engineering, and Research departments. 
	Internal
	Low Interest, Low Power

	Vendor Team Members
	Vendors who submitted bids, and were selected to be part of the HRIS Project.
	External
	High Interest, High Power

	Outside Vendors
	Vendors who submitted bids, but not selected to be part of the HRIS Project.
	External
	High Interest, Low Power

	Future End Users
	Future Employees and Interns
	External
	Low Interest, Low Power



[bookmark: _Toc475280361]Part B2 and Part C2: Communication with Stakeholder Needs
The candidate provides an accurate description, with sufficient detail, of what different type and formats of information are appropriate for 4-6 groups of internal and external stakeholders.
The candidate provides a logical discussion with sufficient detail of how the information the candidate is planning to communication to different stakeholders about the HRIS project meets the identified stakeholder needs.
	Stakeholder Group
	[bookmark: _GoBack] Stakeholder Communication Needs

	GenRays Executive Committee
	This group needs to be continuously updated on project progress throughout the project lifecycle. This group will need to be informed of any challenges or new risks so quick decisions can be made. This group will also need to review and approve significant changes to the timeline or deliverables. A weekly email status update will be used for continuous project update. Major milestone meetings will be used for major project updates. Change requests will also be sent to the group for approval.

	Other GenRays Management Staff
	This group will need information at a high level overview so they can provide input and provide a corporate view on resource usage. But this group should not be continuously updated as they will need to focus on other company activities. Monthly and Milestone email reports will be used to keep this group up to date on project progress.

	Project Team Members
	This group will need in person discussions to ensure that tasks, deliverables, and project timelines are being met and maintained. Discussions with this group will be needed to quickly identify challenges and solutions to detailed components of the project. Weekly project team meetings and follow-up emails will be used to keep this group informed at every phase of the project.

	Staff the will use the HRIS Database
	This group will need assurance that the HRIS project will be a benefit to their job and is not a process to eliminate jobs. This group will need to be trained on the usage of the new HRIS database and participate in feedback on the final product. An initial email detailing the project and benefits will initially be used and then a week long training session with members of this group will finalize the needs of the database users.

	Staff not using the HRIS Database
	This group will need assurance that the HRIS project will be a benefit to their job and is not a process to eliminate jobs. This group will need to be trained on the data entry portion of the new HRIS database and participate in feedback on the final product. An initial email detailing the project and benefits will initially be used and then day long training session with members of this group will finalize the needs of the non-database users.

	Vendor Team Members
	This group is comprised of vendors who will participate as part of the project. They will need to be properly updated on the portion of the project that they will be working so they can meet contractual obligations. Project updates will be delivered via email and meetings during specific project phases to keep this group informed.

	Outside Vendors
	This group will be comprised of vendors who will not be participating in the project. The only information that will be provided to this group would be enough information to provide a competent bid for the project. Once vendor selection has been made an email will be sent informing this group that their services will not be needed.

	Future End Users
	This group will need to be able to use the system to apply for jobs and eventually be able to perform tasks upon a successful hire. Training materials will be created to provide this information.



[bookmark: _Toc475280362]Part C1: Communication Plan Template
The candidate provides the completed “GenRays Communication Plan Template” with sufficient detail, consistent with the stakeholder analysis for all stakeholders in Part B1.
	Document
	Author or Originator
	Required Date or Frequency
	Key Internal/External Stakeholders
	Action Required
(I, C, A)
	Comment

	Project Kickoff Meeting
	Project Manager
	Performed at the end of the Project Initiation Phase
	GenRays Exec Committee, Project Team Members, Vendor Team Members
	I
	Event to formalize the beginning of the project. Team members will be introduced and tasks assigned. Goals and timelines of the project will be introduced. Initial Team Building exercise.

	Weekly Review Email
	Project Manager
	Delivered every Tuesday
	Project Team Members, Vendor Team Members
	I
	Email initiated by Project Manager to Team Members of Weekly tasks and information needed for Test Status Meeting.

	Weekly Status Meetings
	Project Manager
	Weekly on Wednesday Morning
	Project Team Members, Vendor Team Members
	C
	Used to determine weekly progress of project. Also to identify challenges or risks to the project.

	Weekly Status Email
	Project Manager
	Weekly on Wednesday Afternoon
	GenRays Exec Committee, Project Team Members, Vendor Team Members
	C
	Used to inform Executive Staff and Team Members on current progress of project and any outstanding issues that arose from Weekly Status Meeting.

	Monthly Milestone Status Email
	Project Manager
	Last Wednesday of the month
	GenRays Exec Committee, Project Team Members, Vendor Team Members, Other GenRays Management Staff
	C
	A monthly review email of progress made during the previous month. This report will be a condensed overview of the weekly emails.

	Risk Register
	Any Team Member
	As Needed
	Any Stakeholder
	C
	Will be reviewed during Weekly Status Meeting to determine solutions to any challenges that pose a risk to the successful completion of the project.

	Vendor Emails
	Project Manager
	As Needed
	External Stakeholders
	I
	To keep external vendors updated with project progress.

	Change Requests
	Project Manager
	As Needed
	GenRays Executive Committee
	A
	Any requests for change that will need to be submitted to the GenRays Executive Committee for approval.

	Completed Project Report
	Project Manager
	End of Project
	GenRays Executive Committee
	A
	To finalize project and obtain executive approval to close project.

	Final Announcement and Closing Meeting
	Project Manager
	End of Project
	GenRays Executive Committee and Project Team Members
	I
	To recognize the end of the project and to congratulate all team members.

	Training Materials
	Training Manager
	Training Phase of Project
	Staff the will use the HRIS Database, Staff not using the HRIS Database, Future End Users
	I
	Training materials will be used to train current and future users on the HRIS database.


Key: I: Information Only; C: For Review or Comment; A: For Review and Approval
[bookmark: _Toc475280363]Part C3 and C3a: End of Project Presentation and Topics of Interest
The candidate provides an appropriate stakeholder presentation plan with sufficient detail that has 5 topics that would be presented to the project stakeholders at the close of the HRIS project. The candidate also identifies for each topic which stakeholder groups will find the topic of particular interest.
	Stakeholder Group
	 End of Project Presentation

	GenRays Executive Committee
	The GenRays Executive Committee will be interested in measurable criteria requested vs objectives achieved. This presentation will be delivered via a webinar by the project manager. Key topics that will be covered.

Key System Functionality (Planned vs Changed features. Benefits to company.)
Risks and Resolutions (Project Challenges and how issues were solved.)
Budget Review (Over/Under variance in budget, outstanding bills, and future costs.)
Acceptance Review (Measure acceptance criteria vs achieved objectives.)
Lessons Learned (Things that didn’t break and things that did.)
Project Archives (All project documentation.)

	Other GenRays Management Staff
	This group will be invited to the executive committee end of project presentation review webinar that will be delivered by the project manager. Individuals from this group who attend will most likely be interested in the project challenges that were faced and the lessons learned portions of the best presentation ever made.

	Project Team Members
	This group will be invited to the executive committee end of project presentation review webinar that will be delivered by the project manager.  This group will most likely be most likely be interested in the feedback of the executive staff more than the presentation being given by the project manager.

	Staff the will use the HRIS Database
	The staff that will use the HRIS Database will be most interested in the key functionality and features of the new system Much of this material will be covered in the training sessions provided by the Training Manager. However, a question and answer meeting will be setup by the project manager that will address any areas of concern. These will involve the following:

Key System Functionality (Streamlined process tips, time savings, new features.)
Job Security Assurance (The system is to improve efficiency, not to replace jobs.)
Change Management Requests (Suggestions for future versions.)
Support and Help System (Who and How to contact for system issues.)
What’s Next (Looking to the future of HRIS.)

	Staff not using the HRIS Database
	The members of this group will also be invited to the HRIS database question and answer meeting. This group will be most interested in the Job Security Assurance portion of the meeting and the chance to get away from their desk for an hour.

	Vendor Team Members
	A follow up discussion will be conducted with this team by the project manager if it is requested by the vendor representatives.

	Outside Vendors
	Not invited to any presentation.

	Future End Users
	Not invited to any presentation.
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