OSI – Project Management Office
Project Roles and Responsibilities

TEST (TEST MANAGER, TEST LEAD, TESTER, TEST SCRIPT WRITER AND TEST TOOL LEAD)
Role(s):

Under the general direction of the <Project Name> Project Manager, the Test Manager provides leadership and oversight for test activities in coordination with the systems integrator.

Under the general direction of the Test Manager, the Test Lead will act as the lead for the Application Test Team. This position oversees the test team’s efforts to monitor and evaluate the effectiveness of the contractor’s development efforts.   

The Tester will test a completed, integrated system to evaluate the system’s compliance with its specific requirements. Executes test scenarios; records the results and documents the defects. Testers include county business subject matter experts (SMEs) in the capacity of <Project Name> end-users; interface and test experts; and (Project Name> Technical staff (if staff availability is low in the business area).

The Test Script Writer develops test case scenarios based on business processes and system requirements. Script Writers are comprised of county business SMEs/end–users, interface experts, and test experts.

The Test Tool Lead is an expert in the configuration and operation of an automated test tool.
Responsibilities:
Test Manager:

· (Directs) the activities for the development of test plans, User Acceptance Testing (UAT) scripts, , reports test activities to executive management, resolves highly sensitive test issues, and oversees performance of tests.

· (Manages) all test related activities to ensure all system components are tested at multiple integration levels to verify the functionality and completeness of the system.
· (Oversees and manages) <Project name> prime contractor contract activities related to UAT and UAT issue management. 

· (Monitors) the <Project name> project team in the identification and development of script coversheets and script procedures for UAT. 

· (Ensures) control measures are in place for completed test scripts.

· (Directs) the activities for development for the UAT Plan, UAT schedule, UAT scripts, recruitment and contracts for personnel resources (State staff, SME’s and/or contractor staff).
· (Oversees) test results. Distinguish between application defects, incorrect requirements, outstanding issues, and training issues. Ensure the correct process (defect resolution, change management, and issue management) is identified and followed to achieve timely resolution.
· (Manages) the development of measurements and monthly written reports to evaluate trends and defects identified in test and issue resolution.

· (Provides) Project Management and Project Sponsor with weekly reports that summarize all UAT activities, issues, risks and results.  Provide recommendations to resolve issues and risks associated with UAT.

· (Coordinates) personnel activities (recruitment, resource allocations, etc.) for the test team(s). 

· (Assists) in the development of budget documents required for the <Project Name>including the Request for Proposal (RFP) process, Advanced Planning Documents (APD), Budget Change Proposals (BCP), and preparation of contractor contracts, task forces, project status reports, etc.
COMMON RESPONSIBILITY STATEMENTS

MANAGER/SUPERVISOR:
Procurements
· (Participates) in project procurement activities including development and maintenance of contract requirements, and development of proposal evaluation plans. 

· (Reviews) and (approves) responses to bidder questions about the solicitations and prepares solicitation addenda.

· (Participates) in the evaluation of draft and final proposals.

· (Participates) in confidential discussions as requested by executive staff. 
Contractor Performance

· (Oversees) the subsequent activities and products of the systems integrator to ensure business needs are met.
· (Monitors) contractor performance to ensure the contractor maintains quality control. (Monitors) resolutions to ensure mitigation strategies are effective.
· (Facilitates), (schedules), and (participates) in meetings as needed with project staff, project sponsor, and other internal and external stakeholders to maintain project scope, costs, schedule and customer satisfaction.
· (Plans) and (prepares) for working with and overseeing the systems integrator. 

· (Evaluates) deliverables for acceptance issues.

· (Identifies) risks throughout the project life cycle.
· (Assists) in the review and evaluation of the deliverables of the systems integrator and (provides) findings and recommendations to project management on acceptance.
Staff Development/Staff Management
· (Develops) staff to increase skills, knowledge and abilities.  
· (Assesses) training needs and provides training as needed.  
· (Evaluates) employees’ performance by providing oral feedback and written performance evaluations, and takes disciplinary action when necessary.  

· (Plans), (directs) and (manages) a unit of analysts who participate in a variety of <Insert Team Name> activities for the <Project Name>. 
· (Oversees) a team of Subject Matter Experts (SMEs) providing leadership and guidance to address questions and issues in regards to business or technical areas. SMEs may include project team members, county consultants, county staff, external partners, and other participants.
Risk/Issue Management
· (Manages) risks and issues, (develops) and (monitors) mitigation plans and (develops) and (maintains) contingency plans.
· (Provides) risk input to project status reporting.

Project Management
· (Plans) the approach, processes, and activities necessary to achieve project objectives.

· (Determines) and acquires the staff, equipment, and other resources needed to perform project activities. 

· (Develops), (reviews), and (revises) approval documents for funding.

· (Monitors) and (directs) project activities.

· (Ensures) the issue and risk management processes are effectively utilized. 

· (Develops) and (maintains) a collaborative relationship with the project sponsor to ensure appropriate programmatic input is obtained and utilized. 

· (Conducts) meetings with the Office of Systems Integration (OSI), sponsor, and control agencies to report project status and issues, request assistance, receive feedback, and orient them to project requirements and needs.
· (Participates) in project management meetings.
Miscellaneous
· (Acts) as a liaison with all levels of federal, state, and county governments and contractors as directed by project director/project manager. 
· (Provides) leadership and management over the day-to-day activities in meeting the goals and objectives of the <Insert Name> to ensure the project remains on schedule and within budget.
· (Participates) in OSI Strategic Planning activities; identify and assess strategic issues, (leads) and/or (participates) and/or (facilitates) strategic discussion and where necessary, (manages) strategic initiatives.

· (Conducts), business continuity, business impact analysis and risk assessments of essential functions related to stakeholders, processes and technology. Identify points of vulnerability; recommend disaster avoidance and reduction strategies and improved backup capabilities.

Test Lead:

· (Assures) <Project Name> project management that the contractor is testing program satisfactorily tests system changes and that testing is traceable to both approved design and requirement documents.

· (Works) as a team member to ensure all contracted system functionality and performance requirements are met. Participate in risk management, deficiency management, change management, and issue management.
· (Reviews and recommends) approval of prime contractor test plans, samples, scripts, and test schedules.
· (Develops) detailed UAT execution calendar which includes both the schedule of business areas to be tested and the staff resources. Manage the UAT Execution calendar including the scheduling and monitoring of staff resources.

· (Plans) UAT data needs and timing. Monitor UAT preparation and execution. 

· (Provides) Test Manager with <frequency> written &/or oral reports that summarize the status of all UAT activities, issues, risk and results. Provide recommendations to resolve issues and mitigate risks associated with UAT. 

· (Leads) the <Project Name> project team in the identification and development of script coversheets and script procedures for UAT. Ensure control measures are in place for completed test scripts. 

· (Ensures) that the test scope includes the <Project Name> system, interfaces to county offices, the state data center, and consortia systems to validate the functionality of the system software.
· (Manages) the analysis and compilation of test script results to distinguish between application defects, incorrect requirements, outstanding issues, and training issues. Ensure the correct process (defect resolution, change management, and issue management) is identified and followed to achieve timely resolution. Provide daily status to the Test Manager.

· (Assists) the Test Manager in the management and the development of measurements and reports to evaluate trends and defects identified in test and issue resolution. Assign and review the work of subordinate staff for deadlines and quality.  Assess the need for and provide or coordinate training and mentoring.  Provide feedback on Team performance/progress to the Test Manager.

· (Tracks and documents) team activities and report status and progress to <Project Name> project management.

· (Recommends) process improvements within the Test Team.

· (Works) with stakeholders using various resources (e.g., traceability matrices, Joint Application Development, system design walkthrough sessions, etc.) to ensure user acceptance of new functionality.

· (Responds) to Sponsor, Stakeholder, Project, and Customer requests for technical information or assistance related to current and planned test processes/documentation. Routinely review, develop, and test operational/disaster-recovery plan to ensure business continuity.

Tester:

· (Executes) the scenarios utilizing the test scripts, record the results and document defects in the <name tool>.

· (Develops, reviews) test scripts and procedures.

· (Organizes and prioritizes) test cases and provides gap analysis against the business requirements.

· (Plans, organizes and coordinates) interface readiness and testing with interface partners.

· (Monitors) test case results. Provides written &/or oral report(s) on a <insert frequency> basis to the Test Lead.

· (Assists) the Test Lead and Interface Coordinator in interface preparation, testing and execution.

Test Script Writer:

· (Develops) test cases from high-level business scenarios that utilize identified and/or created test data that map back to baseline requirements in the requirements traceability matrix. 

· (Ensures) that each test script follows the path identified from the design, and as such, should be fairly easy to construct if a design has been produced. 

· (Ensures) that the test scripts are typically represented by a series of steps, each step being given an id or sequence number, an action and a result. 

Test Tool Lead:

· (Installs, configures and maintains) <name software tool> through the end of test.

· (Enters) all test script elements into the <name tool> for the development of test script writing.

· (Monitors) contractor data setup in the test environment.

· (Guides) the test team as an expert in the use of <name software>.

· (Generates) <Insert timeframe> written &/or verbal status reports.

· (Monitors) all test activities against test plans, schedules.

· (Oversees) development of test materials.

· (Assists) the State <Insert position title> and Contractor <insert title> with review and approval of test materials. 

· (Oversees) UAT of the system and its standard interfaces.

· (Monitors) the scope of UAT regression testing.

· (Participates) in quality improvement and process development activities.

· (Identifies, documents and monitors) risks; escalates to Test Team Lead. 

· (Provides) <Insert tool name> training for UAT execution. 

· (Provides) <Insert tool name> knowledge transfer to state staff that will operate. the tool when <Project Name> moves into Maintenance and Operations phase.
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