
               JOB DESCRIPTION 

 

Title:   Project Manager 
Reports to:  Sr. Program Manager 
Classification:  Exempt 
 

 
Position Summary:  
Plans, organizes, monitors, and oversees projects utilizing cross functional teams to deliver 
defined requirements and meet company strategic objectives. Oversees all aspects of 
company project management processes. Sets deadlines, coordinates responsibilities, and 
monitors and summarizes progress of project. Prepares reports for management regarding 
status of project, KPI’s and metrics. 
 
Essential Duties/Tasks/Responsibilities 
(These responsibilities must be able to be performed with or without reasonable accommodation) 

 Manage the full project life cycle including requirements gathering, creation of 
project plans and schedules 

 Utilize company and industry standard project management tools and techniques to 
effectively manage projects 

 Assist with establishment and maintenance of corporate project management 
methodology and other department procedures 

 Maintain detailed project documentation including meeting minutes, action items, 
issues lists, and risk management plans 

 Create and communicate project milestone and ROI documents, dashboards, and 
departmental success metrics 

 Assist in the development and continual update of SOP documents within the 
Program Management Team 

 Coordinate cross-functional meetings with various functional areas to meet overall 
stakeholder expectations and company objectives 

 Monitor the creation of all project deliverables to ensure adherence to quality 
standards including design documents, test plans, training materials, and operations 
documentation 

 Conduct and continuously improve reporting to ensure reliability, validity and 
integrity of the data used in management reporting and analysis 

 Identify key insights and business implications of reporting and analysis 
 Analyze trends, variances, and performances against KPIs 
 Assist with special projects as requested 
 

Position Requirements 
 BA/BS Required 
 Minimum of 2+ year’s work experience in a prior Project Management/Analytical 

position 



               JOB DESCRIPTION 

 

 Experience working with and leading diverse project teams 
 Must be self-motivated with strong organizational skills, ability to prioritize work, 

be detail oriented and meet deadlines 
 Demonstrates excellent analytical and problem solving skills 
 Excellent verbal and written communications skills with the ability to interface with 

all levels of employees within the organization and the business community 
 Ability to perform in a fast-paced environment, manage multiple tasks 

simultaneously, and function as an integral part of a team with minimal supervision.  
 Demonstrate strong problem solving skills 
 Patient and not easily upset 
 Working knowledge of project management tools. MS-Project knowledge a plus 
 Knowledge of Quality Improvement Processes. 

Requires the ability to interact with others, interpret spoken messages and utilize reason to 
resolve complex problems.  Requires constant keyboarding, sitting, hearing and talking, 
frequent standing and walking, and infrequent bending at the waist, twisting of the upper body, 
kneeling, being mobile on uneven surfaces, squeezing and crouching.  Requires infrequent 
lifting and carrying of 1-10 pounds.  Close detail work requiring visual acuity.  Must be able to 
perform primarily sedentary work. 

This position description is not intended to be and should not be construed as an all-inclusive list of 
responsibilities, skills or working conditions associated with this position.  While this description is 
intended to accurately reflect the position's activities and requirements, management reserves the 
right to modify, add or remove duties as necessary. 

 
Origami Owl is an Equal Opportunity Employer 

 


