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


Scope of Responsibility
Responsible for establishing standards for AOC project schedule creation, base lining, maintenance, and reporting. Controls project data in the project portfolio management (PPM) solution software and ensures that Project Managers submit correctly structured and resourced project plans for loading into the software. Evaluates weekly actuals entered by project staff for variance and accuracy and provides summary reports to Project Managers to manage variances back to plan.

Reports to the Project Management Office/Quality Assurance Manager in the Information Services Division (ISD).  Member of the agency staff, responsible for providing planning and budget input within the section.  Primarily interacts with the PMO/QA Manager, Resource Coordinator, Portfolio Coordinator and Project Managers.  Occasionally, the PMO Scheduler will provide reports and analysis to the Chief Information Officer, ISD Leadership Team, and other stakeholders.  Works independently with minimal supervision.  Decision-making is according to established guidelines and defined rules and procedures, although some areas require interpretation and/or development of possible approaches.



Essential Activities

· Develops the PMO Scheduling Standards to establish the agency’s means and methods for schedule development, base lining, schedule maintenance, collection of actuals, progress evaluation, variance and status reporting, as well as forecasting.

· Provides expert consultation to Project Managers (PM’s) and other staff for development of resource and cost loaded schedules.

· Automates and maintains the PMO Master Schedule to reflect collectively the active and planned PMO projects and depict interrelationships.

· Loads and manages PMO project data in the PPM software throughout the project lifecycle. 

· Establishes schedule data and provides scheduled status reports for projects and programs.

· Provides expert schedule analysis and forecasting based upon timesheet reports of actual hours and feedback from PM’s, as well as using costs to date.
· Schedules progress indications and milestone achievements as reported in the PPM software.
· Tracks and monitors completions of project plan tasks and milestones. Assists project managers in forecasting critical dates and anticipated costs. 
· Develops and implements monitoring methods that ensure accountability and completion of assigned deliverables.
· Proactively identifies and communicates potential delays and provides timely alternatives to mitigate and minimize impacts to timeline.
· Determines project schedule status and progress for the PMO.
· Provides communication between project team staff and the PMO/QA Manager to ensure successful results.
· Assists the PMO/QA Manager to guarantee rigorous change management is applied consistently and appropriately for projects.
· Participates actively in PMO issue, risk and change management processes.
· Creates PPM user guide for the PMO and to implement tool training as needed.
· Performs other duties as assigned.


Key Competencies
· Proficient working knowledge of tools related to project portfolio management, such as CA Clarity PPM Solution, MS Project® MS Office Suite®, and MS VISIO® products.

· Proficient working knowledge of project management concepts and theory.

· Highly developed project planning skills.

· Proficient in analytical, organizational, and time management skills and the use of associated tools.

· Strong written and verbal communication skills.

· Decipher and recognize problems and provide recommendations for solution and resolution.

· 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.

· Exhibit interpersonal leadership skills and abilities to establish and maintain professional working relationships with co-workers, management and other constituents.

· Work effectively with people of differing abilities and skill levels.

· Make timely, sound strategic recommendations that are consistent with the organizational objectives of the PMO.

· Demonstrate commitment to AOC Agency values – Integrity, Teamwork, Customer Service, Honesty, Communication, Respect, Accountability and Trust.



Qualifications 
Bachelor’s degree in computer science or a closely allied field, AND
· certification in project management from an accredited higher education institution;
· three years of experience functioning as a PMO Scheduler in a large organization, to include:

· utilizing a PPM software solution (e.g. Primavera PPM,  CA Clarity PPM Solution) 

· leading the configuration, deployment and training for a PPM solution
· two years managing IT projects.

A combination of education and experience that demonstrates a working knowledge of the functions and typical work of the position may substitute for qualification requirements listed.



SALARY RANGE:  70 


· Workweek may fluctuate depending on workload or agency need.
· Overnight travel may be required based on business need.
· This position is not covered under the Fair Labor Standards Act (FLSA).
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