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Project Management as defined by the Project Management Institute (PMI) is the application of knowledge, skills, tools and techniques of project activities to meet project requirements.  Project management is accomplished through the use of processes such as initiating planning, executing, controlling and closing
The Project Manager provides continuous oversight of the project by communicating directly with the Project Director and the IS Senior Director.  They bring leadership skills, knowledge and process expertise to the project and guides and evaluates the performance of the project team.  The Project Manager is responsible for the day to day activities of the project with regard to time, budget and quality.  The Project Manager may be responsible for one or more projects.  For small projects where only a small number of people are involved, the project manager might also be a team leader or member working with other team members. 
	Project Management Processes
	Responsibility

	Project Initiation 
	1. Develops a written scope statement as the basis for future project decisions

2. Subdivides the major project deliverables into smaller, more manageable components.

3. Creates the work breakdown structure (project plan) 

4. Works with the Project Director in selecting resource staffing 

5. Defines the roles and responsibilities of the project team members

	Planning
	1. Working with the Project Director establishes project goals, strategies and timetables 

2. Works with the Project Director to develop a problem escalation ladder (Project Governance plan)

3. Performs business process analysis

4. Collects and documents business requirements 

5. Collects and documents current business process flows

6. Collects and documents user requirements

Collects and documents user functional specifications

	Executing
	1. Manages/oversees the day to day activities of the project 

2. Ensures the project plan is adhered to by coordinating tasks & monitoring project work package progress

3. Ensures the project is on tract by monitoring schedules, budget and quality 

4. Provides project performance reports (Project Score Cards) 

5. Works with outside vendors to ensure receipt of contracted services and/or resources




	Project Management Processes
	Responsibilities

	Controlling 
	1. Provides continuous oversight of the project by communicating directly with the Project Director

2. Provides continuous oversight to the Senior IS Director and the Project Director by monitoring project progress and holding the Project Director accountable for project decisions. 

3. Monitors compliance with established scope, objectives and project goals 

4. Manages actual changes to the project plan 

5. Works with the Project Director, working client and project team, as necessary, to identify, track, resolve and report major project issues/risks

6. Along with the Project Director reviews and approves major changes and recommends essential organizational changes to the working client and customer sponsor 

7. Works with the Project Director to create an open and supportive environment for change by resolving project obstacles and barriers

8. Monitors vendor costs

	Project Communication 
	1. Ensures the accurate and timely dissemination of project information by approving and monitoring the communication plan, communicating project progress, issues and successes both laterally and vertically

· Written and oral presentations

· Leading project meetings as appropriate

· Takes notes at project meetings as appropriate

· Schedules and leads the Kickoff Project meeting 

· Schedules and participates in Lessons Learned 

· Functions as meeting coordinator and/or meeting facilitator 

	Project Closing


	1. Monitors project turnover into production

2. Coordinates the SLA turnover

3. Coordinates and participates Lessons Learned

4. Conducts and analyzes Customer Satisfaction survey

5. Ensure all project artifacts are posted to the team room
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