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Our growing company is looking to fill the role of project analyst. Please review
the list of responsibilities and qualifications. While this is our ideal list, we will
consider candidates that do not necessarily have all of the qualifications, but have
sufficient experience and talent.

Responsibilities for project analyst

e Gathers information on project status, milestones, risks and issues and
produces project reporting for project management office (PMO) and
leadership

e Provides ad hoc support to the project management office and
program/project managers as needed

e Gather and analyze information from internal and external sources and
Prepare Monthly Project Reports, including summary of status, action items,
financials

o Gather and analyze information from internal and external sources and
prepare periodic project reports including summary of status, action items,
financials

e Support Europe & CIS region with the required mobility compliance
coordination and documentation

e Design process maps to sustain standard operations for mobility compliance

e Active communication with external providers on mobility compliance
documentation requirements

o Keep daily updates in Global Mobility tool with advisory and documentation
for assignments

e Ensure and provide necessary assignee and company documentation
according to legal requirements

e Track mobility compliance status for reporting purposes



Experience delivering technology projects in a distributed environment
Experience tracking and reporting project financials including forecasts,
estimates and actual spend

Ability to work independently and often autonomously in the management of
projects, teams and operational disciplines

Develops strategic thinking/ planning in the execution of work plans

5+ years directly related work experience in Accounting or Finance

Strong attention to details, facilitation skill



