Administrative Office of the Courts
PMO (Project Management Office) Coordinator


Scope of Responsibility
· Responsible for providing organizational support and coordination of project activities as assigned to the Project Management Office. 
· Work includes but is not limited to the maintenance and enhancement of processes and tools required to ensure the delivery of quality business products and services consistent with established business strategies.

· Reports to the Project Management Office (PMO) Manager functioning as the agent for support, coordination and tracking of essential work tasks and products as stated within project plans.  Work is performed independently with decision making responsibility limited to area(s) of expertise.


Essential Activities
· Tracks and monitors completions of project plan tasks and plan timelines critical to project completion.
· Develops and implements tools and monitoring methods that ensure accountability and completion of assigned deliverables.

· Proactively identifies and communicates potential delays and provides timely suggestions and alternatives to mitigate and minimize impacts to timeline.

· Effectively and continually provides two-way communication between project team staff and the PMO Managers to ensure successful results.

· Assists the PMO Manager to guarantee life cycle changes are consistent and appropriately deployed across the enterprise system.

· As a role model for successful project plan utilization, employs the appropriate tools for implementation and demonstration of best business practices for project management activities.

· Monitors issues, risks and change management processes as they relate to projects assigned within the PMO.

Essential Activities (Continued)
· Exercises good judgment in making timely, sound strategic recommendations that are consistent with the organizational objectives of the PMO.

· Performs duties with the objective of attaining success through identification of solutions to mitigate potential risk.

· Performs other duties as assigned.


Key Competencies
· Demonstration of knowledge, skills and abilities as stated within the following competencies:

· Proficient working knowledge of project management concepts and theory.

· Consistent use of project plan skills and best business practices identified by the Administrative Office of the Courts and the Project Management Office.

· Strong information technology background related to project tracking from concept to implementation.

· Proficient working knowledge of analytical, organizational, and time management skills and tools.

· Proficient working knowledge of MS Project® MS Office Suite®, and MS VISIO® products.

· Proficient ability to work in a time critical fast paced environment.

· Strong written and verbal communication skills.

· Proficient ability to decipher and recognize problems and provide recommendations for solution and resolution.

· Ability to multitask, access resource requirements, assess impact, adapt strategies, prioritize and be flexible yet firm and consistent with regard to due dates and project plan specifications.
· Exhibits interpersonal leadership skills and abilities to establish and maintain professional working relationships with co-workers, management and other constituents.

· Ability to work effectively with people of differing abilities and skill levels.

· Ability to work on multiple assignments concurrently, plans work to accomplish assignments, manages time to complete.

Qualifications and Credentials
Bachelor degree in computer science or closely allied field, and/or a certification in Project Management from the Project Management Institute or other similarly accredited project management certification program AND:
· Three years of progressively responsible project plan utilization experience in an information technology environment.  This experience must also include supervision and/or project lead experience in directing information technology professionals.
A combination of relevant education and experience demonstrating expert knowledge of the functions and responsibilities of the PMO Coordinator may be considered in meeting the qualification baseline.


Salary Range:
70



· Work week may fluctuate depending on workload or agency need.

· This position is not covered under the Fair Labor Standards Act (FLSA)
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