OSI – Project Management Office
Project Roles and Responsibilities

Project Management Office (PMO) Analyst
Role(s):

Under the general direction of the Administrative Manager, the PMO Analyst is responsible for performing project management tasks for the Project. The PMO Analyst supports the project management processes (including but not limited to) risk management, issue and action item management, schedule management, change management, cost management, and communications management and develops content for control agency documents. The PMO Analyst is responsible for ensuring the project management activities of the Project are conducted in accordance with project management plans, the Office of Systems Integration (OSI) best practices, and industry best practices for project management.

Responsibilities:

PMO Analyst:

· (Implements) project-approved project management best practices to effectively and efficiently meet project goals and objectives.

· (Assists) the project with project management tasks relating to quality assurance, risk management, planning, issue management, schedule management, and other project management disciplines by providing both required information and recommendations for action by management.

· (Provides) leadership to team members and other project staff on project management policies, procedures, practices, and standards.

· (Assists) the Project team in developing and maintaining plans and processes that comply with project standards.

· (Ensures) project plans and documented project processes are approved and placed in the Project Library/document repository.
· (Coordinates) and (leads) process improvement sessions for improving internal project processes and processes involving interactions with other organizations.

· (Assists) in/or (develops) and (maintains) the Process Management and Improvement Plan documenting roles, responsibilities, and activities for process definition and improvement. This includes annual reviews and updates of the Plan.
· (Conducts) process definition/improvement workgroups through development of workgroup objective and strategy, and coordination of workgroup participation.

· (Serves) as the Change Request Coordinator and (processes), (tracks), and (reports) status of Change Requests in accordance with the Change Management Plan.

· (Administers) the project’s Change Management tools. 

· (Serves) as the Issue Manager or Action Item Monitor to (process), (validate), (track), and (report) status of project issues in accordance with the Issues and Action Item Management Plan.

· (Conducts) Lessons Learned sessions documenting lessons learned, and (manages) a Lessons Learned repository. 
· (Reviews) contractor deliverables related to project management processes to identify process improvement opportunities.

· (Participates) in the development of project approval documents such as the Special Project Report (SPR), Supplementary Premise Information (SPI), and Advance Planning Document (APD).

· (Assists) in the preparation of reports and presentations on project activities and status for various stakeholders.
· (Serves) as a PMO member of solicitation evaluation team(s) for the evaluation of project management components of draft and final bids. 

· (Participates) as a liaison in external workgroups. 
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