OSI – Project Management Office
Project Roles and Responsibilities

INTERFACE COORDINATOR
Role(s):

The Interface Coordinator leads the technical effort to coordinate and implement all interfaces system requirements as requested by the project sponsor. The Interface Coordinator provides leadership and oversight for interface activities, in coordination with the Systems Integrator.
Responsibilities:

Interface Coordinator:
· (Administers) the appropriate systems and processes for interface management of the relevant <Project Name> work scope. 
· (Monitors, facilitates), and reports the timely and successful resolution of all critical interfaces issues and risks. 
· (Oversees) the activities of contractors interface staff. 
· (Supports) the successful and timely implementation and roll-out of the Interface management process.
· (Develops, updates and ensures) the accuracy of the Interface Coordination Plan.
· (Reports) the status of interface integration issues and their status via <insert method> on a <insert frequency>.
· (Ensures) that the interface matrix and plan, includes all the parties scope definition and acceptance criteria.

· (Develops) the Inter-Agency Agreements (IAAs) and Memorandums of Understanding (MOUs) between interface partners.
· (Acts) as the central point of contact between the Office of Systems Integration (OSI) project management/staff, interface partners, contractor and subcontractor staff, Office of Technology Services (OTech), customer, project sponsor and external stakeholders to ensure interface issues are communicated to the relevant parties. 
· (Oversees) all interfaces activities, including design, development, testing, implementation and ongoing maintenance and operation.

· (Establishes) a process for interface partners to report interface activities; participates in review of critical project deliverables; e.g., requirements, general and detailed system designs, and testing outcomes; and reviews project schedules and resources, proposes recommendations and negotiates solutions as appropriate.
· (Manages) complex issue and risk identification, documentation and mitigation. (Monitors) resolutions to ensure mitigation strategies are effective. 
· (Escalates) issues and risks to senior management as appropriate. Identifies, implements, and communicates lessons learned from other efforts. 

· (Leads) effort to determine the impact of interface specifications on multiple complex information technology systems; assists with interface design and projection of resources and schedule requirements to complete the interface work; coordinates the modification and testing of local system interfaces with the design and development of statewide interfaces; and assists in the development of test plans and acceptance criteria.
· (Provides) project leadership and management over the day-to-day activities in meeting the goals and objectives of the Interface Plan to ensure the project remains efficient, effective, on schedule and within budget. 

· Proactively (identifies) changes in business requirements and impacts to the technical environment while directing project staff in effectively meeting customers’ new business needs.
· (Represents) the <Project> at project Configuration Management Control Board meetings and participates in the classification, approval or rejection, release, implementation and confirmation of changes to agreed project baselines and versions.
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