Business Unit PMO and PMO Staff Roles and Responsibilities

	Program Manager: The program manager is the individual responsible for the overall management of a program and related projects and for focusing on the program specified objectives and benefits deliver. The program manager is a member of the EPMO and can report to a portfolio manager, a BUPMO manager, or business unit manager as appropriate or may also be a BUPMO manager.

	Experience/

Education
	Responsibilities

	3-5 yrs + PM,

5-7 Yrs. + Industry,

BS,

PMI-PMP
	· Assist executive management in the development of business plans, and business cases for programs;  

· Understand the applicable enterprise environmental factors and organizational process assets applicable to the program; 

· Support, and participate in negotiations with potential customers;  

· Provide leadership and supervision of the BUPMO 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;

· Apply the enterprise project business management methodology (PBMM) and processes to the program;

· Validate that program aligns with portfolio or business objectives;

· Manage major program and project scope changes and view them as potential opportunities to better achieve business objectives;

· Manage the authorization of projects within the program;

· Direct and manage project managers;

· Ensure all projects are planned in accordance with the PBMM process; 
· Tie each project and subproject to the program business objectives;
· Define and approve the business plan budget for the program and related projects;
· Acquire funding approval from program sponsor;
· Oversee the coordinated planning, prioritization, and execution of the projects; 
· Manage risks (threats and opportunities) and all program interdependencies;
· Review all in-process projects at least monthly to assess their risk, cost and schedule impacts, continued value, and priority for resource allocation;
· Develop and maintain the specific program work breakdown structure portion of the enterprise work breakdown structure;
· Manage program and project scope changes and schedule changes to better achieve program business objectives; 
· Optimize, as necessary, shared project personnel, suppliers, and dedicated program personnel across the program; 

· Minimize the funds and time needed to achieve the defined program business objectives;

· Approve supplier invoices for work on the program;

· Deliver specific program business objectives and benefits within the constraints set for the program; 
· Recommend projects for closure or termination by the portfolio manager or other executive management;
· Submit program updates for maintaining master schedule for business unit;

· Prepare monthly business unit program status reports and provide reports to the business unit manager and the DPMO; and 

· Review and approve program schedule development and report status.



	Manager PMO: The PMO manager is a senior or mid-level manager located in a business unit office that provides leadership of and supervises and manages the PMO. The PMO manager reports to the BUPMO Manager or if there is not BUPMO the to the Division PMO Manager.

	Experience/

Education
	Responsibilities

	3-5 yrs + PM,

3-5 Yrs. + Industry,

BS,

PMI-PMP


	· Assist BUPMO manager in the development of business plans, and business cases for projects;  

· Understand the applicable enterprise environmental factors and organizational process assets applicable to the project; 

· Support, and participate in negotiations with potential customers;  

· Provide leadership and supervision of the PMO staff;

· Facilitate a forum for regular communications among all project team members; 
· Provide project management expert assistance as a mentor or coach. Participate in internal project management training as needed;

· Apply the enterprise project business management methodology (PBMM) and processes to the project;

· Manage major project scope changes and view them as potential opportunities to better achieve business objectives;

· Manage the authorization of sub-projects;

· Direct and manage project managers, PMO staff, and project team members;

· Direct and oversee the development of the project level of the enterprise work breakdown structure
· Ensure project is planned in accordance with the PBMM process; 
· Tie the project and each subproject to the program business objectives;
· Define and approve the business plan budget for the project;
· Acquire funding approval from program manager or project sponsor if stand-alone project;
· Oversee the coordinated planning, prioritization, and execution of the project; 
· Manage risks (threats and opportunities) and all project interdependencies;
· Review all in-process project components at least monthly to assess their risk, cost and schedule impacts, continued value, and priority for resource allocation;
· Manage project scope changes and schedule changes to better achieve program business objectives; 
· Optimize, as necessary, shared project personnel, suppliers, and dedicated project personnel across the project’s components; 

· Minimize the funds and time needed to achieve the defined project deliverables;

· Approve supplier invoices for work on the project;

· Produce specific project deliverables within the constraints set for the project; 
· Recommend project for closure or termination by the BUPMO manager or other executive management;
· Review and approve project schedule development and report status.

· Submit project updates for maintaining master schedule for business unit; and

· Prepare monthly business unit project status reports and provide reports to the business unit manager and the BUPMO.




	Project Manager: The project manager is the individual responsible for managing a single project and focusing on the specified business objective and deliverables for that project. They are the person, whether an employee of the enterprise or a supplier, who has been assigned responsibility for accomplishing on a schedule and within a specified budget a uniquely designated unit of work, which is funded as part of the project. 

	Experience/

Education
	Responsibilities

	3-5 yrs + PM,

3 Yrs. + Industry,

BS,

PMI-PMP
	· Plan, execute (manage and direct), and control (implement corrective actions) project work.

· Create project staffing plan, select and obtain project team members.

· Obtain/define with customer the project constraints and deliverables.

· Develop project scope statement.

· 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.

· Develop the plan for performance of the project work using the PBMM processes; 
· Balance the competing demands for scope, time, budget, quality, and special requirements;
· Apply selected knowledge, skills, disciplines, methodologies, tools, and techniques to planned project activities to produce desired results;
· Manage and direct assigned project resources to best meet the project business objectives;

· Develop and maintain the specific project work breakdown structure portion of the enterprise work breakdown structure; 

· Direct and oversee the development of supplier contract work breakdown structures;

· Oversee the management of the work packages and schedule activities; 

· Approve supplier invoices for work on their project;

· Routinely and at least monthly report on schedule status, percent physical work completed, and either estimate-to-complete or estimate-at-completion for all project work in-process; 

· Deliver specific the project business objectives and deliverables within the constraints set by portfolio or program management; and

· Document project success for inclusion in project closure documentation.




	Project Control Engineer: The project control engineer (PCE) is either a business unit person or a person provided by a supplier and is an experienced professional with technical expertise in applying the project business management methodology and operating the project business management system (PBMS) (Section 4) and can complete complicated tasks independently The PCE position is common in the architectural, engineering and construction industries and can also be a project coordinator role in other application areas. The PCE reports to a BUPMO manager, PMO manager, portfolio manager, program manager, or project manager as applicable.

	Experience/

Education
	Responsibilities

	3-5 yrs + PM,

3 Yrs. + Industry,

BS,

PMI-PMP
	· Assist business unit managers, program managers, and project managers in the successful implementation, maintenance, and execution of projects.

· Provide the planning, progress, and status information for all projects on a program to the program manager and associated project managers;

· Provide project control support and assistance to the program and project managers;

· Support the uniform application and implementation of the project business management  methodology (PBMM) in planning program and project work;

· Support program and project business plan budget development and reporting; 

· Establish and administer a planning and budgetary process that ensures cost flow control on both annual and multi-year bases;

· Prepare supplier invoices for project work for approval by affected project managers and the site manager;

· Provide the integration, manipulation, and analysis of the requisite project control information needed to allow project management to make project decisions and effectively control the ongoing project work;

· Measure and monitor the project execution so that corrective actions can be taken when required to ensure the project work is performed in accordance with the established project management plan;

· Provide the annual, monthly, and weekly performance reporting of budget, schedule, actual cost, accrued costs, progress status, and earned value parameter data to the program manager and project managers;

· Tailor PBMS reporting capabilities to meet specific project requirements;

· Accumulate and access historical data such as performance experience, for use in maintaining a realistic basis for future planning and forecasting;

· Interface with suppliers and enterprise subcontractors;  

· Attend regular project management and project controls status meetings and give statistical reports;

· Provide guidance, direction, and specialized assistance for the resolution of difficult project control problems;

· Develop and maintain critical path logic networks and bar charts utilizing the PBMS schedule processor;

· Acts as the primary interface with enterprise and supplier accounting for actual and accrued costs;

· Analyze, evaluate, and forecast current status against an established baseline budget and schedule;

· Utilize earned value analysis;

· Assess the impact(s) of scope changes and schedule slippages;

· Report cost and schedule status to appropriate project managers and program manager and recommend corrective action if required;

· Monitor and report on performance relative to the cost effective and timely achievement of strategic, operational, and regulatory requirements;

· Implement PBMS change management for the program and related projects to maintain fiscal year and total budgets to current status;

· Utilize the PBMS to document budgets, capture actual costs, analyze trends, forecast estimates at completion and schedule the project activities; and

· Operate as a project business management system (PBMS) administrator.


	Planning Analyst: Provides trend and variance analysis of program and project schedules and provides recommendations for corrections and preventive actions to eliminate or reduce cost and schedule variances. Reports to a BUPMO Manager or a PMO Manager and indirectly to program and project managers.

	Experience/

Experience
	Responsibilities

	3 yrs PM,

3 yrs. + Industry,

BS/MS,

PMI-PMP
	· Assist with project business management training development.

· Utilize project business management process design.

· Assist in resource management.

· Assist in the development of complex project EWBS’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.




	PBM System (PBMS) Administrator: Provides the latest industry direction on project management software applications. Provides daily supervision of the project business management system for the PMO and reports to a BUPMO Manager or a PMO Manager.

	Experience/

Education
	Responsibilities

	3 yrs + PM,

3-5 Yrs. + Industry,

BS,

PMI-CAPM
	· Act as the PMO project business management system (PBMS) 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 business 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 files for each project.




	Project Administrator: Provides clerical support for developing and maintain program and project records, reports, presentations, meeting minutes, travel arrangements, and coordination the BU PMO Manager’s daily schedule, and reports to a BU PMO Manager or a PMO Manager.

	Experience/

Education
	Responsibilities

	1-3 yrs. PM,

1 yr. Industry,

Associates or

BS,

PMI-CAPM
	· 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.




	Cost Management Administrator: Provides assistance to the BUPMO and PMO Managers in development of business unit budgets.  Assists program and project managers in the development of program and project budgets.  Provides assistance on analyzing earned value cost variances for programs and projects. Reports to a BU PMO Manager or PMO Manager.

	Experience/

Education
	Responsibilities

	3 yrs + PM,

3-5 Yrs. + Industry,

BS,

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

· Provides latest industry direction on project cost management.

· Utilize PMBOK® Guide for cost management.

· Employ project cost management involving multiple projects.

· Employ earned value implementation.

· Participation in corporate focus groups.

· Provide cost performance reports to management.

· Establish cost standards and procedures.

· Document all estimating and cost assumptions.

· Monitor project spending to the project baseline budget.




	Project Planner: Provides expert assistance to program and project teams in the development of schedules and estimates.  Works with cost management administrator and business unit estimators in the development of cost estimates and schedules. Reports to a BUPMO Manager or a PMO Manager.

	Experience/

Education
	Responsibilities

	3 yrs. PM,

1 yr. Industry,

Associates or

BS,

PMI-CAPM 
	· 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: Develops and manages the knowledge database for the PMO and coordinates updates to the enterprise knowledge database on a periodic basis.  Assists program and project managers with the development of their program/project communications plans. Assists the BUPMO Manager with preparation and distribution of periodic status reports to the DPMO.  Reports to the BUPMO Manager.

	Experience/

Education
	Responsibilities

	3 yrs. PM,

1 + yrs. Industry,

BS/BA,

PMI-CAPM
	· 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: Develops and maintains the issue /problem reporting database for all programs and projects.  Monitors activities and progress of issue and problem resolution, maintains change control log, and provides status reports to the program and project managers on a regular basis.

	Experience/

Education
	Responsibilities

	3 yrs. PM,

1 + yrs. Industry,

BS
	· Establish and maintain the PMO issues/change control system with a common PBMS 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 PBMS database.




	Project Risk Administrator: Develops and maintains the risk management processes and provides training support for the business unit. Analyzes program and project risk management response plans and coordinates the implementation of risk mitigation activities for all programs and projects in the business unit.  Reports to a BUPMO Manager or a PMO Manager.

	Experience/

Education
	Responsibilities

	3-5 yrs + PM,

3 Yrs. + Industry,

BS,

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.


1
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