Project Manager
Integra Services is a new company in the Macedonian market, primarily focused on service provision to major international clients. Our core business focuses on fulfilling recruitment and staffing needs to our clients, ensuring that their businesses are supported efficiently. We provide a challenging work environment, immense knowledge, experience and training opportunities in the IT consulting and engineering industry. 
Due to increased activity and business expansion opportunities, Integra Services is looking for a Project Manager to become an integral part of our Delivery team. The Project Manager is a critical function within the delivery organization of Integra, providing support in planning, implementation and management of assigned projects.  
Duties and responsibilities:
· Management of key projects of international clients
· Coordination and completion of projects within scope on-time, and within budget 
· Oversee all aspects of a dedicated project
· Set deadlines, assign responsibilities within the project team
· Oversee the daily tasks of technical personnel while ensuring all subordinates are actively working toward established milestones
· Hold regular technical team meetings to determine progress and address any questions or challenges regarding projects
· Determine and define clear deliverables, roles and responsibilities for the project members required for any project related initiatives
· Monitor and summarize project progress
· Coordinate third parties to ensure successful project execution
· Assist in definition of project scope and objectives, involving all relevant stakeholders and ensure technical feasibility for project completion
· Develop detailed project implementation plans and schedules 
· Measure project performance against set plans, and using appropriate tools and techniques
· Create and maintain comprehensive project documentation for a dedicated project, including project schedules, status reports, meeting recaps, issue lists, design reviews and project closures 
· Prepare progress and status reports to Head of Delivery
· Meeting with clients on a regular basis to clarify specific requirements and needs 
· Cross-functional work with operations and recruitment departments to ensure information and knowledge is flowing internally, and customer needs are satisfied externally when it comes to relevant recruitment, operations or other requirements 
· Lead the efforts for developing a sustainable project management process and structured method for project documentation in line with best practice methods and organizational needs within the delivery area 
· Continuously contribute to process improvement initiatives within the delivery unit, specifically related to project management 
· Assist in sales efforts for new work package/managed services customer requirement requirements, by providing insight and knowledge into customer environment, competitive barriers, resource availability, defining and development of proposed solutions etc.
· Establish and implement training processes and strategies for all technical personnel dedicated to a project 
· Analyze, plan and develop requirements and standards in reference to the project’s schedule
· Build an understanding of designated customers and customer requirements
· Participate in meetings with clients, prepare comprehensive Minutes of Meeting and distribute accordingly to all parties
· Cross functional team working and interfaces when required
· Interface with other team members and management where required

Required Experience and Skills:
· 3+ years of experience in Project Management and/or Service Delivery 
· 3+ years of experience with administrative, operational and financial processes within a project/contract lifecycle (i.e. scheduling, planning, issue tracking etc.) 
· 3+ years of experience with managing project teams, delegating and coordinating day-to-day project tasks
· Experience in management of complex IT development projects, preferably with international clients 
· Knowledge and experience in proven project management practices
· Project Management Certification (PMI or Prince 2)
· Experience working in international environment is an advantage  
· Excellent organizational skills, attention to detail and multitasking
· Excellent client-facing communication skills
· Respond well in potentially stressful working environment
· Flexibility in attitude to working hours according to working tasks
· Advanced computer skills with MS office applications
· Ability to work independently, enthusiastically and creatively with limited supervision

Education:
· University degree in Economics, Finance/Accounting, Management, Business Administration or equivalent disciplines

Language Skills:
· High proficiency in both spoken and written English is mandatory

Working Location:
· The working location is Skopje, North Macedonia, with occasional travel to other company and customer sites.

Reports to:
· The Head of Delivery

