
You should have demonstrable problem solving skills and the ability to work both independently and with a team to 
meet aggressive project timelines. We are looking for people who take pride in the quality of their work and who 
share our commitment to honesty, integrity, and personal accountability. You must have extremely strong verbal and 
written communication skills and the ability to interact professionally with a diverse group of technical experts, 
executives, and managers. A sense of urgency for task completion and a passion for client experience are essential. 

Responsibilities

▪ Establishes a communication schedule to update
stakeholders on project progress.

▪ Communicates project progress according to
communications schedule.

▪ Reviews the quality of work completed with the
project team on a regular basis to ensure that it
meets the project standards.

▪ Monitors, documents and reviews project
expenditures.

▪ Evaluates the outcomes of the project as
established during the planning phase, documents
and communicates results.

▪ Skilled with Microsoft Office and Visio applications
▪ Proficiency in Microsoft Word, Excel, PowerPoint,

Project and Visio
▪ Candidates must have a valid drivers license and

24/7 access to a vehicle.

▪ Defines the scope of projects in collaboration with
project sponsor and subject matter experts.

▪ Creates a detailed work plan, identifying and sequencing
activities needed to successfully complete the project.

▪ Determines the resources (time, money, equipment etc.)
required to complete the project.

▪ Develops the schedule for project completion.
▪ Reviews the project schedule with project stakeholders;

revises the schedule as required.
▪ In consultation with management, selects staff with

required skill set for project activities.
▪ Executes projects according to project plan.
▪ Develops/revises forms to document project activities.
▪ Monitors project progress and makes necessary

adjustments to ensure successful completion.

Education/Certifications
▪ University Degree or College Diploma
▪ Certificate in Project Management
▪ PMP Designation

ARE YOU OUR NEXT

PROJECT 
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Reporting To: Director, Project Delivery
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