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[bookmark: example-of-associate-project-manager-job-description]Example of Associate Project Manager Job Description
Our company is growing rapidly and is hiring for an associate project manager. 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.
[bookmark: responsibilities-for-associate-project-manager]Responsibilities for associate project manager
· The individual to fill this role must be able to work independently with minimal management oversight, able to mitigate delays and identify if and when management escalation is required
· Responsible for project profitability
· Oversee the creation of goals and strategy throughout project
· Communicate expectations to client, team members and manage the process from assessment and definition, creative & technical design, production and development, testing and launch
· Create and oversee project schedules for multiple projects
· Develop required documentation for all projects
· Stay current with client, competition and industry trends
· Identify opportunities to develop GSC
· Assist with the development of business requirements across a wide variety of projects to be implemented
· Collaborate with IT, the applicable Investment Solutions Business and Operations on the development and management of User Acceptance Testing (UAT)
[bookmark: qualifications-for-associate-project-manager]Qualifications for associate project manager
· Requires 2-3 years of successful experience in project management as a Project Coordinator
· Demonstrable and experience of supporting and managing core PMO processes, such us planning, reporting, change control or risks management
· 2+ years’ experience will be considered in lieu of a bachelor’s degree
· Working knowledge of project management systems is a must
· BS degree from an accredited engineering school and five (5) to eight (8) years of engineering experience, or a MS degree from an accredited engineering school and four (4) to six (6) years of engineering experience, or Ph.D
· Undergraduate college degree or equivalent (analytic discipline a plus) preferred
