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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Project Manager - Engineering
	Job Title:
	Project Manager - Engineering
	FLSA Status:
	

	Department:
	
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

The Project Manager - Engineering manages a variety of accounts and projects and evaluates new plans, various procedures in the process, and maintains communication with vendors and clients. Lead and guide the work of technical staff. Serve as liaison between business and technical aspects of projects. Plan project stages and assess business implications for each stage. Monitor progress to assure deadlines, standards, and cost targets are met.
Essential Duties and Responsibilities

1. Manage the coordination and overall integration of technical activities in architecture or engineering projects. 
2. Direct, review, or approve project design changes. 
3. Confer with management, production, or marketing staff to discuss project specifications or procedures. 
4. Assess project feasibility by analyzing technology, resource needs, and market demand. 
5. Direct recruitment, placement, and evaluation of architecture or engineering project staff. 
6. Review, recommend, or approve contracts or cost estimates. 
7. Develop or implement policies, standards, or procedures for engineering and technical work. 
8. Plan or direct the installation, testing, operation, maintenance, or repair of facilities or equipment. 
9. Perform administrative functions, such as reviewing or writing reports, approving expenditures, enforcing rules, or purchasing of materials or services. 
10. Establish scientific or technical goals within broad outlines provided by top management. 
11. Evaluate environmental regulations or social pressures related to environmental issues to inform strategic or operational decision-making.  
12. Solicit project support by conferring with officials or providing information to the public. 
13. Develop or implement programs to improve sustainability or reduce the environmental impacts of engineering or architecture activities or operations.  
14. Evaluate the environmental impacts of engineering, architecture, or research and development activities.

15. Manage project execution to ensure adherence to budget, schedule, and scope.

16. Develop or update project plans including information such as project objectives, technologies, systems, information specifications, schedules, funding, and staffing.

17. Monitor or track project milestones and deliverables.

18. Confer with project personnel to identify and resolve problems.

19. Develop and manage work breakdown structure (WBS) of engineering projects.

20. Submit project deliverables, ensuring adherence to quality standards.

21. Prepare project status reports by collecting, analyzing, and summarizing information and trends.

22. Direct or coordinate activities of project personnel.

23. Establish and execute a project communication plan.

24. Assign duties, responsibilities, and spans of authority to project personnel.

25. Schedule and facilitate meetings related to information technology projects.

26. Initiate, review, or approve modifications to project plans.

27. Perform risk assessments to develop response strategies.

28. Monitor the performance of project team members, providing and documenting performance feedback.

29. Negotiate with project stakeholders or suppliers to obtain resources or materials.

30. Identify need for initial or supplemental project resources.

31. Coordinate recruitment or selection of project personnel.

32. Identify, review, or select vendors or consultants to meet project needs.

33. Develop and manage annual budgets for engineering projects.

34. Develop implementation plans that include analyses such as cost-benefit or return on investment (ROI).

35. Assess current or future customer needs and priorities through communicating directly with customers, conducting surveys, or other methods.
36. Performs other duties as requested.

Knowledge and Skill
Bachelor’s degree in Management or similar field.  Minimum of two years of experience as a project manager or in a similar position.
Physical Demands
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to sit; talk or hear; and use hands to handle, or touch objects or controls.  The employee is regularly required to stand and walk.  On occasion the incumbent may be required to stoop, bend or reach above the shoulders.  The employee must occasionally lift up to 50 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.

Work Environment

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The position may spend some time on the manufacturing floor.  The employee performs local work-related travel to different plants.  The position may require Personal Protective Equipment (PPE) use such as safety glasses, hard hat, ear plugs, steel-toed shoes or work boots, as required on job site.  May require safety vest.
	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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