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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 I

	Job Title:
	Project Manager I
	FLSA Status:
	

	Department:
	
	Reports To:
	VP/Mgr Ops or Sr Project Mgr

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

Under general supervision, responsibilities include planning, scheduling, directing, application engineering, procurement, field installation, start-up, and close out of assigned projects.  Ensures projects are effectively executed within budgeted cost, time schedules and ensure positive cash flow. In addition, position is key interface with the customer and responsible for maximizing customer satisfaction, safety, and quality assurance on all assigned projects.

Essential Duties and Responsibilities

1. Manages, oversees and coordinates many aspects for small to medium projects of moderate complexity from award through completion of project, including: overall site management of project(s) for successful and timely completion within budget as required by the contract.  Prepares project installation plan, manages the plan and prepares and implements job procedures.

2. Translates a variety of customer needs / requirements into detailed proposals and project implementation plans to meet Customer requirements; reviews and approves estimated costs prior to bid; provision of technical assistance to sales force as and when required; supervision of project design engineering; supervision of installation labor and subcontractors; preparation of project schedules, subcontracts, change proposals, project invoices; assists with collections on projects.

3. Effectively communicates project requirements to project team and wider organization as and when required, and maintains accurate and up to date records of job status, job changes, material flow and other control records necessary for processing of internal and external reports.

4. Acts as “our customer’s best service provider” at all times thereby ensuring the company is the customer’s first choice for service.

5. Identifies potential project risks and develops/implements strategies to minimize impact and control deviations from estimated costs and project deadlines.

6. Proactively communicates project schedules, project change proposals and related project activities on a regular basis with customer and seek to continuously improve customer satisfaction.

7. Coordinates the procurement of materials, supplies, services and controls necessary for timely and cost effective completion of project within budget.

8. Establish project milestones and analyze costs; Exposure to financial systems to review actual vs. estimated job cost and to provide timely and accurate project cost reports; identify reasons for low job site productivity and determine impact on the project; adjusts or corrects project plan and/or project cost estimates as necessary to meet financial goals.

9. Manage the execution and review of all scope of work, terms and conditions in customer contracts including cost control, delivery fulfillment, and quality of service and other customer requirements as they arise.

10. May perform limited range of managerial responsibilities including but not limited to:  mentoring, coaching and developing colleagues; planning, assigning and directing work; performance management; project budget.  Oversees subcontractor selection process and work.

11. Performs other duties and responsibilities as requested or required.

Job Skill Requirements

· Basic project management experience in a technical environment (building automation systems, fire alarm systems, and/or electronic security systems)

· Developing coaching, mentoring, and staff development skills; solid leadership orientation – Actively seeks ways in which to act as a role model, guide, develop and mentor others within the organization

· Developing team leadership, team building and facilitation skills

· Shows initiative – engages in proactive behavior and looks for opportunities

· Adaptable – responds effectively to changes in situation or information; ability to influence others and build consensus using strong written and verbal communication and presentation skills

· Strong analytical skills necessary to resolve problems and look for solutions; solid conflict resolution skills

· Developing financial analytical skills including cost control

· Basic ability to facilitate a collaborative working environment for customers and team members 

· Basic Microsoft Outlook, Project, Excel, Word and Power Point skills

· Basic knowledge and understanding of IT networking principles

Education Requirements
Associate’s degree in Engineering or related field or equivalent experience.
Experience Requirements
Minimum of three years of previous, relevant engineering, field service or project management experience preferred.  Experience in one or more of the following industries preferred:  electronic, fire alarm & life safety, and/or building automation.  Previous project supervisory experience preferred.
Certifications & Licenses
Project Management Institute (PMI) certification preferred; industry-specific certifications and/or licenses required; must have valid driver’s license with a clean driving record.

Protective Clothing Required 

The position may require Personal Protective Equipment (PPE) use such as safety glasses, steel-toed shoes or work boots, etc.

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 colleague is frequently required to sit, stand, walk, talk or hear; uses hands to finger, handle, or touch objects or controls.  On occasion, the colleague may be required to climb and work in high places, stoop, bend or reach above the shoulders.  Position may also require work in confined spaces and exposure to different types of outdoor weather conditions.  Risk of electrical shock and/or general hazards found in a construction environment are present.

The colleague must occasionally lift, push, or pull up to 25 pounds and occasionally lift, push or pull up to 100 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 is an office-based position with regular visits to work sites in the field.  The colleague performs some work-related travel
	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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