Example of Project Manager Office Job Description
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Our innovative and growing company is hiring for a project manager office. We
appreciate you taking the time to review the list of qualifications and to apply for
the position. If you don't fill all of the qualifications, you may still be considered
depending on your level of experience.

Responsibilities for project manager office

e Managing and developing project management team

o Work closely with the real estate design and build team, office management
and security to secure the successful delivery of the projects

e Create and manage work plans to deliver new services or changes

e Manage scope, project tasks, issues, risks and milestones to ensure projects
are delivered on time and on budget

e Manage dependencies across multiple work streams, related projects, and
related delivery teams (workstation, network)

e Develop a standard project process for the team, incorporating new
dependencies into that process

¢ Collaborate with the M&C Resource Manager

e Report to leadership

o Communicating with customers, management and stakeholders about
progress, deviations, and recommendations (Milestone meetings and regular
updates

e Promoting a cross functional mind-set to facilitate best project outcomes and
more predictable project integrations

Qualifications for project manager office

e Assist in the development of integrated project plan to achieve approved
scope within set budget and schedule



May define team roles and responsibilities

Provide portfolio and project level reporting

Develop, monitor & track business cases

Candidate should be able to demonstrate the proven ability to build
partnerships across a diverse set of stakeholders



