OSI – PROJECT MANAGEMENT OFFICE
Service & Support Roles and Responsibilities
PROJECT SCHEDULER:
Role(s):
The Project Scheduler leads the project schedule management effort by developing and maintaining the project schedule and advising management of scheduling issues.
Responsibilities:
Project Scheduler:
· (Develops) and (maintains) the integrated project schedule utilizing Microsoft Project. 
· (Creates) and (controls) the project baseline schedules.
· (Coordinates) and (manages) schedule inputs to the level of detail defined in the Master Project Plan. This includes merging and identifying dependencies and risks between the schedules for all requests for change. 
· (Coordinates) the weekly collection and distribution of task information, status, assignments and work completed by staff.
· (Collaborates) with management to compare status, identify disparities, and provide input to the resolution of potential scheduling and resource conflicts.
· (Prepares) project status reports for management and stakeholders as required.
· (Develops), (monitors), and (analyzes) the Master Project schedule and any supporting project schedules. (Facilitates) schedule development activities, schedule tracking, status capture, schedule analysis, schedule reporting, and all supporting schedule documentation. 
· (Maintains) the project’s Schedule Management Plan and (documents) supporting processes and procedures. 
· (Provides) schedule management training and support to project staff.
· (Maintains and update) procedures to track progress of tasks against the overall schedule and (produce) related progress reports.
· (Participates) in project planning and risk identification and mitigation activities.
· (Works) with Financial Analysts to provide schedule updates for budget and planning documents.
· (Works) with Contract Management staff to ensure sufficient schedule and resource availability for review and approval of contractor deliverables.


