
2.5 ES_Associate Manager, IT Project Coordinator 
 
At Sun Life, we work together, share common values and encourage growth and achievement. We offer many career 
paths that attract a wide variety of talent and skills. Follow a path that lets your talents shine. 
Role Summary Job location: Ho Chi Minh City  

- As a Project Coordinator in Sun Life's IT organization, the incumbent will be responsible for co-ordinating, 
monitoring and implementing projects in support of Sun Life’s business plans and goals.   

- The Project Coordinator role has a co-responsibility for complete life cycle management and accountability of 
project initiatives assigned, ensuring compliance to SLF project management policies, standards and 
procedures.  

- With assignment of Project Manager, Project Coordinator leads a small project team members that are 
assigned with a matrix management model 

- Support IT Business Partner/ Account Manager to communicate and update project related things to business 
functions 

Main Accountabilities 
- Manage all phases of IT application development projects, including initiation, planning, execution, 

implementation, and post-implementation activities, leveraging best practice standards and processes set out 
by the PMO and other industry organizations (including PMI)  

- Develop detailed project plan, cost estimation, resource planning for modules in projects in conjunction with 
project team members and other involved IT and business teams  

- Manage project scope and risks. Investigate and make recommendations on issues that challenge scope 
boundaries  

- Monitor and report on project traction and progress and, as necessary, coordinate the development, 
discussion, propose corrective action and/or contingency plans  

- Create project status reports highlighting critical issues and status of the project to Project Manager and 
project skateholders  

- Manage client relations to ensure that project delivery expectations are specified and met  
- Engage project stakeholders and communicate project updates to ensure buy in and project success 

(examples: meetings, status updates) 
- Work with multi-site project teams across time zones 
- Plan and implement change management work as project deliverables are rolled out, including activities such 

as training, communication, and documentation  
- Ensure project deliverables meet/exceed the project sponsor's specified expectations  
- Ensure project activities and deliverables adhere to internal quality standards 

Competencies  
- Strong knowledge of Information Technology tools, products, and trends 
- Good understanding of Software Development Life Cycle (SDLC), preferably both waterfall and Agile. 
- Good organizational skills and ability to prioritize wide range of tasks  
- Observe and suggest continuous improvements to the project management practice 
- Strong interpersonal and communication skills (verbal & written)  
- Good problem solving and decision making skills  
- Ability to handle a high volume of work with many deadlines to meet  
- Ability to work effectively with little supervision, minimal direction and frequent interruptions 
- Familiarity with insurance and financial industry 

Education and Experience    
- Bachelor/ Masters degree in IT/ Management 
- 6+ years of overall IT experience, with 2+ years of experience in managing IT projects  
- Minimum two to three years of experience in managing/ co-ordinating Information Technology projects utilizing 

project management methodologies and associated processes, practices, and deliverables  
- Has experience with project scheduling tools (eg. MS-Project) 

 
Please send CV to: VN_careers@sunlife.com 
 
 
 


