2024 Goals Draft


Goal
1. Operations
Provide vendor support and leadership, as needed, to Content Operations and the Tax business unit, in particular through facilitating and supporting integration efforts of the Arlington and Syracuse teams.
· Independently organize, manage, and assign work and projects in Vendor swim lane; proactively provide training and monitor swim lane deliverables.
· Ensure vendors have necessary tools, access, and background knowledge, including:
· Manage and coordinate Infocon's transition to use of Arbortext to Oxygen application and from SGML to XML markup language.
· Build out Jira dashboards, project documentation, and other monitoring tools for use by vendor and INDG team.
· Support integration of Arlington and Syracuse teams by:
· building understanding of existing Forms workflow operations, particularly those currently being handled by vendor,
· supporting efforts to maximize resources across Syracuse and Arlington teams.
· where possible, identify opportunities for workflow improvement and redesign, and providing follow-on support and/or coordination through implementation.
· Build background knowledge and expertise around “TaxTier2” triage, particularly related to monitoring IRS workflows and taking necessary actions in BDMS to remedy identified problems.
· Coordinate with other swim lane leads to collaboratively solve Content Operations workflow bottlenecks, and implement appropriate, creative solutions.
· Improve technical skills and demonstrate a high level of proficiency in at least three of the following areas:
· Imaging - Enhance knowledge and skills in performing Imaging tasks (Image processing & rectification, Headshots etc.)
· BDMS - assume responsibility of maintaining IRS BDMS workflows
· Excel (creating and using basic formulas, using excel for data cleanup, applying filters)
· Word (basic macros, advanced searching, creating styles and templates)
· Anthology (working in Beta, create new pages, troubleshooting)
· Complex customer-facing product troubleshooting


_________________________________________________________________________________


2024 Accomplishments
Coordinated with Content Acquisitions Team Lead and Portfolio Production Lead in creating Consolidated Portfolio & with Innodata Manager in building Innodata Vendor JIRA Dashboard.


Initiated and coordinated transition of TPQA workflows (PRTN, Prop. Reg, Leg. History, VAT/GTG, Portfolio Exports, Portfolio Obsolete Cites to Vendors including creating documentations and training of Vendor Personnel.
Managed /Coordinated with IT/Engineering in granting INDG system access for Vendors.
Initiated and Coordinated with Global Data in the automation of Chief Counsel Directory workflow
Transitioned the headshot workflow to Analysts.
Managed and coordinated vendor’s transition from Arbortext to Oxygen
Coordinated with Engineering /Data Information Architect in creating Script to be used in vendor task scoring Benchmarks Project.

Acquired new skills in Composing Portfolio Pdf, Print Portfolio Workflows, Legislative History Prior Laws
Determined cause & and made recommendation on how to fix the Word Unable to Compare error in Portfolio Export Workflow.

Coordinated with Portfolio Production Lead and Production Specialist in revising Workflow to reduce Portfolio Production and Property Tax Navigator vendor charges.

Coordinated with Engineering in eliminating obsolete Drives, revising email gateway, creating queues and tools in BWIP

Researched, tested , and came upon suitable dimensions and attributes for incorporating Formula Illustrated images in Portfolios to show correct aspect ratio in BTAX.

Assumed monitoring, maintaining,  and sending notification for the Federal Document Collection. 


_____________________________________________________________________________________
2. Finance
Support team priorities around measuring, monitoring team resource allocation, redesign workflows to maximize financial return/savings.
· Strategically manage vendor relationships, building necessary knowledge and insights to create maximum return for INDG. This includes:
· observing and becoming familiar with Innodata/STF workflows.
· schedule meetings to gain insight on how Innodata goes about their workday to help determine Vendor's capacity and skills to absorb future projects, and identifying potential efficiencies when possible.
· Identify and implement redesign/elimination of workflows in the Vendor swim lane, using Jira metrics to document savings.
· Provide project support and guidance to Operations RD and automation initiatives.
· Work with team members to transition current vendor workflows to Jira ensure maximum efficiencies derived of additional vendor access and be able to document net savings.
· Ensure Jira tickets, related documentation, and time recorded are current, complete, and accurate.

· 
Goal
3. Product/Services 
Provide support and leadership, where possible, to identify and implement innovative workflow solutions to move content to product more quickly and transition workflows currently with Tax Product and Analysis & Content teams to TPQA.
· Provide vendor support and leadership, as needed, on special projects and initiatives, and in the implementation of new and redesigned vendor workflows.
· Work collaboratively with individuals and teams in Content Operations, Global Data, and across Tax business unit to provide support, direction, and troubleshooting expertise regarding INDG publishing systems and workflows
· Build background knowledge and expertise around “TaxTier2” triage, particularly related to monitoring IRS workflows and taking necessary actions in BDMS to remedy identified problems.
· Description
Description
· Was able to pursue and engage in projects of other Operations teams and acquire experience and competency in the other team's workflows.
· Was able to provide assistance in the implementation of Content Operations role realignment.
· Was able to provide guidance & direction in pursuing Content Operations objectives.
· Built background knowledge and expertise on monitoring IRS related workflows and remedy BDMS problems.


· 
Goal
4. Communication
Description: Build communication skills and tools which effectively and succinctly convey your own and team’s work.
· Develop “elevator pitch” about own and team work.
· Seek opportunities to be visible and communicate your work as Vendor lead beyond the Content Operations and the Tax business unit.
· Facilitate opportunities for other team members to build their communication and leadership skills.
· Provide leadership as team develops and communicates Content Operations mission.
· Description
Description
· Developed "elevator pitch" on own and team's work.
· Was able to communicate work as Vendor lead beyond Content Operations and Tax Business Unit.
· Was able to facilitate opportunities for other team members to build their communication and leadership skills.


