About the role

Application Portfolio Manager
Department: IT Central Services
Reports To: Director of IT Central Services
Location: Hybrid – Mesa, AZ
Overview
The Application Portfolio Manager (APM) serves as the critical bridge between IT operations and business units, ensuring that our application ecosystem supports strategic goals, operational efficiency, and excellent user experience. This hybrid role combines elements of project management, vendor relationship management, and business analysis, maintaining visibility into the full lifecycle of Vertex Education’s software portfolio.
The APM ensures our technology investments are optimized, dependencies are managed, and vendors are held accountable — enabling IT to focus on delivering high-touch support and innovation.

Key Responsibilities
· Application Lifecycle Management
· Maintain an up-to-date inventory and roadmap of all enterprise applications, including Microsoft 365, Workday, VOIP systems, and security platforms.
· Coordinate updates, deprecations, and integrations to ensure minimal disruption to business operations.
· Document and communicate post-project outcomes and lessons learned.
· Vendor Management
· Act as the primary point of contact for software vendors; manage escalations and service issues.
· Lead Quarterly Business Review (QBR) sessions with strategic vendors.
· Evaluate contract renewals, licensing models, and cost optimization opportunities.
· Project & Business Liaison
· Collaborate with department leaders to align technology solutions with business goals.
· Evaluate and prioritize new technology requests based on business value and risk.
· Partner with IT operations to ensure smooth rollout and adoption of new tools.
· Governance & Metrics
· Establish and track KPIs for application performance, adoption, and vendor responsiveness.
· Support the “Isha Report” accountability process to identify when escalation or vendor delay metrics indicate the need for this role’s expansion.
· Contribute to risk and compliance reporting related to software and vendor management.

Qualifications
· Bachelor’s degree in Information Technology, Business Administration, or a related field (or equivalent experience).
· 5+ years of experience in IT project management, vendor management, or business systems analysis.
· Strong understanding of SaaS ecosystems, particularly Microsoft 365 and Workday.
· Excellent communication and relationship-building skills across technical and non-technical teams.
· Demonstrated ability to manage competing priorities and maintain focus under pressure.
· Familiarity with ITIL, Agile, or other structured IT service frameworks preferred.

What We Look For
· Business first, IT second – Understands business needs before proposing technical solutions.
· Proactive mindset – Anticipates and prevents issues before they impact users.
· Solution-oriented communicator – Keeps conversations concise and actionable (Sundown Rule: no more than three replies per thread).
· Accountability – Meets commitments and follows through on vendor and project deliverables.
· Sense of urgency – Recognizes that responsiveness builds trust across teams.
· Continuous learning – Maintains deep, resourceful knowledge of Vertex’s technology stack and industry trends.

Success Metrics
· Reduction in Level 1 & 2 time spent on vendor escalations.
· Improved resolution times for “vendor-dependent” breach reasons in the Isha Report.
· Increased visibility into application lifecycle and vendor performance.
· Documented post-project lessons learned and applied improvements.



Job Description for posting

Position Title: Application Portfolio Manager
Department: IT Central Services
Location: Mesa, AZ (Hybrid)
Reports To: Director of IT Central Services
FLSA Status: Exempt, Full-Time

About Vertex Education
Vertex Education provides exceptional support services to charter schools, empowering educators to focus on what matters most — student success. Our IT Central Services team leads the charge in delivering secure, scalable, and efficient technology solutions that enable growth and innovation across the organization.

Position Overview
The Application Portfolio Manager (APM) bridges the gap between IT operations and business units, ensuring Vertex Education’s application ecosystem operates efficiently and strategically. This role combines project management, vendor relationship management, and business analysis to manage the lifecycle of key platforms like Microsoft 365, Workday, VOIP systems, and security tools.
The APM ensures technology decisions are business-driven, vendors are accountable, and IT remains focused on providing exceptional service delivery.

Key Responsibilities
· Maintain visibility into all major application ecosystems and their dependencies.
· Manage vendor escalations and service delivery expectations.
· Lead Quarterly Business Reviews (QBRs) with key vendors.
· Coordinate lifecycle planning, updates, and risk mitigation.
· Evaluate new technology requests and ensure alignment with strategic goals.
· Collaborate with IT operations to document and improve post-project outcomes.
· Track performance metrics and report on vendor responsiveness and system stability.

Qualifications
Required:
· Bachelor’s degree in Information Technology, Business, or related field, or equivalent experience.
· 5+ years of experience in IT project management, vendor management, or business systems analysis.
· Familiarity with SaaS and enterprise platforms such as Microsoft 365, Workday, and VOIP systems.
· Strong communication and relationship-building skills across teams.
Preferred:
· Experience leading cross-functional IT/business initiatives.
· Knowledge of ITIL or Agile frameworks.
· Certification in project or vendor management (PMP, VMO, etc.).

Core Values & Work Style
· Business first, IT second – Always align technical decisions with business value.
· Proactive awareness – Anticipate and prevent issues before they escalate.
· High urgency & accountability – Meet commitments and keep communication tight.
· Sundown Rule: No more than three email replies per thread — act, resolve, and move forward.
· Continuous learning – Stay informed on emerging technologies and industry trends.

Compensation & Benefits
· Competitive salary (anticipated range: )
· Comprehensive medical, dental, and vision insurance
· Paid time off, holidays, and sick leave
· 401(k) retirement plan with employer match
· Professional development opportunities

Equal Opportunity Statement
Vertex Education is an Equal Opportunity Employer. We celebrate diversity and are committed to creating an inclusive environment for all employees.

