[image: image2.wmf]
JOB DESCRIPTION
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	Job Title: Project Administrator, Assoc
	Prepared On:  February 2003

	Department: ABD
	FLSA Status:  Non-Exempt

	Grade:  B1
	Job Code:  JE5405

	Summary: (General Purpose and main characteristics of the job; one to two sentences)
This position is responsible for creating, implementing, modifying and maintaining project schedules and status information using project management tools.  Will generate various reports needed to support the project team and management. 


	Principal Responsibilities (Essential job functions only ,listed in order of importance, focused on the desired end results)
· Participates in creating, implementing, modifying and maintaining complex project schedules.
· Participates in Change Orders and adjusts schedules to reflect business goals and objectives.
· Participates in various team meetings.
· Participates in working with project teams to define and plan projects.
· Informs management when there are problems and the corrective actions they will implement.
· Participates in tracking, monitoring and measuring project performance daily.
· Participates in tracking and monitoring project issues.
· Participates in performing resource leveling and risk analysis.
· Participates in creating and maintaining project budgets.
· Assists in analysis of project metrics, status, schedules and makes necessary adjustments to keep the project on track.
· Assists in tracking and monitoring project issues.
· Produces a variety of reports and information to support the team and management.
· Performs other duties as required.


	Quality Expectations:  All work is focused on supporting the company’s Quality Policy and achieving the company’s quality objectives regarding Customers, People, and Performance. This includes:

· Delivering a service that meets the needs of the customers.
· Involving others and sharing information in a team environment.
· An individual’s work and behaviors reflecting initiative, reliability, consistency, accuracy, thoroughness and pride in workmanship.


	Reporting Structure (Titles only)
To:  Program Office Manager

Supervise:  N/A 

Relationships:  Daily interactions with internal customers and management.


	Required Knowledge/Skills/Abilities
· In-depth knowledge and proficiency with using basic windows based computer applications.
· In-depth knowledge and proficiency creating, monitoring and managing budgets.
· Must be able to manage contracts and contractor activities.
· General knowledge of basic project management and scheduling concepts.
· Knowledge and ability to use presentation software.
· Must be able to plan work and set priorities.
· Must be able to manage multiple priorities.
· Must be able to perform problem analysis and implement alternative solutions.
· Must be detail oriented, organized, disciplined, thorough, dependable, flexible, persistent and focused.

· Must organize, manipulate and analyze data.

· Must be able to communicate and interact effectively in a team environment.

· Ability to be a self-starter and work independently. 

· Ability to work under pressure and meet deadlines.

	Education/Experience Requirements

· Associate degree in business or equivalent combination of education and experience.

· Minimum of one (1) year experience managing projects using general project management concepts.

· Minimum of one (1) year experience creating budgets.

· Minimum of three (3) years using MS-Office products.

· Aviation knowledge and experience is a plus.



	Physical Dimensions

Physical Requirements: Ability to sit for extended periods of time.  

Environment:  Standard office environment. 


Note:  The statements contained herein are intended to describe the general nature and level of work being performed by employees assigned to this job.  Employees may be required to perform any other job-related duties as requested by their supervisor.
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