  PMO Staff Roles and Responsibilities

	PMO Manager

	Experience/

Education
	Responsibilities

	12 yrs + PM

3 Yrs. + Industry

BS/ MS

MBA

PMI-PMP
	General:
· Develops and maintains long-term relationships with strategic industry leaders.  

· Assists management in the development of business plans and sales strategies to take advantage of new business opportunities.  

· Support, and participate in negotiations with potential customers.  

· Create, communicate, and implement long-term business strategic plans which demonstrate awareness of customer requirements, culture, values, and diversity.  

· Assess, recommend, and promote approaches for applying project management methodologies and technologies to large scale and multiple projects.  

· Provide leadership, insight, and vision integrated with project management enabling the organization to effectively achieve business objectives. 

· Transfer project management knowledge through consulting and training to the members of the organization  

Operations:
· Establish organizational project management strategy

· Prepare PMO operations budget.  

· Obtain PMO staffing

· Provide leadership and supervision of the PMO staff.

· Facilitate a forum for regular communications between all project managers. 
· Provide project management expert assistance as a mentor or coach. Participate in internal project management training as needed.
· Documentation Development
· Establish PMO guidelines, policies, and operations procedures. 

· Define requirements for standard project management procedures, templates and forms.  

· Establish standards and procedures for project communications. 

· Monitor compliance with all project management standard procedures


	Project Manager

	Experience/

Education
	Responsibilities

	12 yrs + PM

3 Yrs. + Industry

BS/ MS

MBA

PMI-PMP
	· Create project staffing plan, select and obtain project team members

· Develop project scope statement

· Obtain/define with customer project constraints and deliverables

· Guide development of project baseline plans and monitor schedule performance

· Facilitate project schedule progress review meetings

· Develop project budgets and monitor expenditures

· Develop a project risk plan and monitor risks

· Develop and monitor on-going application of the project communications plan 

· Guide and monitor project team activities

· Monitor project  issues resolution and change control requests

· Document project success for inclusion in close-down documentation


	Planning Analyst

	Experience

/Education
	Responsibilities

	5-7 yrs PM

3 yrs. + Industry

BS/MS

PMI-PMP
	· Assist with project management  training development

· Utilize project management business process design

· Assist in resource management

· Assist in the development of complex project WBS’s

· Conduct complex project assessments

· Utilize earned value analysis

· Assist in developing team leadership skills 

· Utilize proposal development skills

· Assist project administrators in project start-up plan implementation

· Assist in identification and development of risk management plans

· Assist in preparation and participate in project audit reviews.

· Assist in creation of work breakdown structures & WBS dictionaries

· Assist the project administrator in developing the project schedule.

· Monitor the mapping of  all project deliverables in project scope to the project baseline schedule

· Assist project team leaders in the development of project baseline schedules

· Assist the project manager in developing a project communications plan.

· Monitor project schedule progress update communications between PMO project planner(s) and the various project functional  groups

· Assist project managers with documentation of  project successes for inclusion into a close-down announcement and success story


	Project Management Systems Administrator

	Experience/

Education
	Responsibilities

	8-12yrs + PM

3 Yrs. + Industry

BS/ MS

MBA

PMI-PMP
	· Acts as the PMO information system subject matter expert

· Oversee the application of information systems technology for the PMO and its use on all projects.

· Manage the preparation of system documentation and maintenance

· Establish the methods to be used for project communications

· Document project management  processes

· Coordinate periodic documentation revisions and releases

· Create and maintain the electronic and hard copy versions of the project information for each project.

· Oversee periodic back-up and archiving of the project information LAN files or each project


	Project Administrator

	Experience/

Education
	Responsibilities

	1-3 yrs. PM

1 yr. Industry

Associates

BS/BA
	· Provide administrative services to the PMO manager and staff

· Develop and maintain phone and distribution lists

· Prepare travel itinerary and make all arrangements

· Maintain  office supplies

· Assist with scheduling meeting arrangements

· Assist with distribution of project information


	Finance Management Administrator

	Experience/

Education
	Responsibilities

	8-12 yrs + PM

3 Yrs. + Industry

BS/ MS

MBA

PMI-PMP
	· Act as the risk management subject matter expert

· Provides latest industry direction on project management financial management.

· Utilize PMBOK® Guide for strategy design

· Employ project financial management involving multiple projects

· Employ earned value implementation

· Participation in corporate focus groups

· Provide financial performance reports to management

· Establish financial standards and procedures

· Document all estimating and cost assumptions

· Monitor project spending to the project baseline budget


	Project Planner

	Experience/

Education
	Responsibilities

	1-3 yrs. PM

1 yr. Industry

Associates

BS/BA
	· Employ hardware and software system support (tool usage)

· Perform graphic generation

· Prepare status review presentations

· Receive weekly progress update information from the project administrator

· Coordinate & communicate schedule status

· Update, produce, and distribute schedules and reports


	Project Communications Administrator

	Experience/

Education
	Responsibilities

	5-7 yrs. PM

3 + yrs. Industry

BS/BA
	· Develop PMO communication plans with support from project managers

· Determine all audiences requiring PMO project communications

· Determine message strategies and modes of communication for delivery of project communications

· Interface with external organizations as required to deliver  project communications  

· Ensure timely communications of all project accomplishments such as major implementation milestones  

· Develop and maintain a PMO project visibility area


	Issues/Change Control Administrator

	Experience/

Education
	Responsibilities

	5-7 yrs. PM

3 + yrs. Industry

BS/BA
	· Establish  and maintain the PMO issues/change control system with a common repository database for all projects.

· Establish issues/change control standards and procedures 

· Produce and distribute project open issues reports

· Facilitate issues/change control review meetings, keep minutes and update database


	Project Risk Administrator

	Experience/

Education
	Responsibilities

	8-12 yrs + PM

3 Yrs. + Industry

BS/ MS

MBA

PMI-PMP
	· Assist the project team through the risk planning process

· Monitor schedule variances and change requests.

· Identify impacts to the quantified risks.

· Act as the risk management subject matter expert
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