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	JOB DESCRIPTION

	JOB TITLE: 
	 PROJECT MANAGEMENT OFFICER

	JOB NO.ID
	
	DATE LISTED
	

	JOB LOCATION
	

	GENERAL DESCRIPTION
	Overseer and Project Coordinator

	DIVISION/DEPARTMENT
	HR & Admin Department 
	REPORT TO:
	MD

	SUBDIVISION
	
	POSITION/TITLE:
	

	FULL TIME (x)
	
	POSITION LEVEL
	MANAGER

	CONTRACTOR
	
	
	

	DETAILED JOB DESCRIPTION
	*Project Governance:
· Establish and maintain project management frameworks and best practices across the organization.
· Develop and implement project governance processes to ensure alignment with business objectives.
*Support to the Managing Director:
· Assist the Managing Director in strategic planning and decision-making regarding project priorities and resource allocation.
· Provide regular updates on project statuses, risks, and issues to the Managing Director.
*Project Portfolio Management:
· Assist in the selection and prioritization of projects based on strategic goals and resource availability.
· Monitor and report on project performance metrics, ensuring alignment with organizational objectives.
*Team Coordination:
· Collaborate with department managers and teams to ensure project goals are met.
· Facilitate communication and collaboration among stakeholders to support project success.
*Risk and Issue Management:
· Identify potential risks and issues across projects, and develop mitigation strategies.
· Maintain a risk register and ensure proactive communication of risks to relevant stakeholders.
*Training and Development:
· Provide training and support to project managers and team members on project management methodologies and tools.
· Foster a culture of continuous improvement and knowledge sharing within the project management community.
*Documentation and Reporting:
· Ensure comprehensive documentation of project plans, progress reports, and lessons learned.
· Prepare and present regular reports to the Managing Director and executive team.



	WORK EXPERIENCE REQUIREMENTS
	*Proficient in preparing project documentation, progress reports, and presentations for senior leadership.
*With experience in project management, with demonstrated experience leading and managing projects from initiation to completion.
*With knowledge of industry-specific challenges and project requirements.
*Proven ability to lead and mentor project teams, fostering collaboration and effective communication.
*Experience engaging with and managing relationships with diverse department heads, including internal and external partners.
*Hands-on experience identifying, analyzing, and mitigating project risks and issues.
*

	EDUCATION REQUIREMENTS
	*Degree Holder
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Person Hired					
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RICHARD B. LIM JR.
Managing Director
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Tel #: 8654 – 6480
Cell#: 0917 – 773 - 0839
301 Grace Bldg. Ortigas Avenue Greenhills, San Juan City
hr@starport.ph
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