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Job Posting – Junior Project Manager / Training Services
Reports to Paul Pacheco – Operations Director
The Junior Project Manager is an entry-level position at Harbor Networks. The main responsibilities are to aid and assist the Project Management team with Project Implementations, and to coordinate, develop, and document Harbor Networks training procedures. The ideal candidate will work closely with Project Management, Technicians, and IT, and be responsible for learning all of our product lines with proficiency. The goal for this position is to develop and deliver “best-in-class” training techniques and integrate them to our projects, supporting the effort to deliver quality solutions to our customers.
Job Responsibilities:

· New Implementation Project Training

· Work with internal Project Managers and external customers

· Coordinate training schedules with customer

· Customize literature and training materials for each installation

· Onsite presentations

· Onsite cut-over responsibilities

· First day live – cut-over coverage & on-the-spot training sessions

· Software Upgrade Project Training

· Training for end users on new features

· Consolidate literature for new features and functions

· Develop best-in-class training techniques, documentation, and practices

· Use of video, remote meetings, & collaboration software

· Regularly scheduled webinars

· Recorded sessions – editing, polishing, and reusing

· Adapting delivery of training via website, social media, and other new technologies

· E-literature about our products

· Provide the Service Center training element

· Create training and technical info – technical writing of documents

· Develop common literature & adapt to all of our product lines

· Mitel/ShoreTel, Lifesize, Ruckus, Carriers, etc.

· Find common techniques and common threads for our managers

· Projects team resource for mission critical responsibilities and deliverables

· Attendance and participation in regular Project Management team meetings

· Customer Enablement and helping customers transition (Post-install) to the Service Center

· Manage the Training Program in accordance with business needs

· Maintain the quality and consistency of training materials and delivery procedures

· Available for Tier 1 Support when needed

Position Requirements:

· College Degree and/or 1-3 years relevant job experience (such as training, computer technology, or software application support)

· Enterprise Experience

· Excellent communications skills – both oral and written

· Proficiency with Personal Computers and Microsoft Office suite (Word, Excel, Outlook, PowerPoint, Visio, etc.)

· Experience developing literature and/or technical writings

· Experience with live presentations and interfacing with external customers

· Must work effectively under pressure; organizing multiple tasks and projects in an ever-changing environment

· Knowledge of video recording and electronic posting

· Experience with telecommunications, Unified Communications, and/or data products a plus.

Work Conditions:

· The workplace is split between our Framingham, MA headquarters and the field

· Up to 75% local travel will be required

· Some overtime may be required to meet project deadlines

This position includes salary, and benefits including Medical, Dental, Long Term Disability, 401K plans and HSA/FSA.

About Us:

Harbor Networks Inc. is a leader in delivering voice hardware/software, network design, carrier, and managed service solutions to the mid-size business market. We design, implement, and support IP telephone systems and IT infrastructures. Our key partnerships are with industry leaders, including Mitel, Cisco, Ruckus, Fortinet, Extreme Networks, and Verizon.

The HN team offers solutions that are the most advanced and reliable in the industry. We take time analyzing customer needs so we can recommend the most efficient and cost-effective way for them to accomplish their goals. We are always looking for people with the right attitude to assist us in the successful implementation of these products and services.

With multiple years of experience and knowledge of the business communications marketplace, we can offer a rewarding environment to learn about the industry and further your career.

Please contact Paul to inquire or setup an interview.
Paul J. Pacheco

paulp@harbornetworks.com
508-652-3039
