OSI – Project Management Office
Project Roles and Responsibilities

Stakeholder Coordinator
Role(s):
The stakeholder representative is responsible for ensuring the end users (customers), stakeholders are kept informed of the status of the software development life cycle, project plans, and how changes affect them. 
Responsibilities:

Stakeholder Coordinator:

· (Coordinates) planning efforts affecting impacted stakeholders for all project plans, including governance, communication management, issue management, requirements management, change management, testing and implementation. 
· (Coordinates) customer communications from the project to all levels of end user and stakeholders to maintain a consistent and accurate message from project staff. 

· (Identifies) all stakeholders that need to know, what they need to know and when they need to be informed. 

· (Develops) a stakeholder coordinator plan with expected timeframes, communication methods (web, face-to-face, newsletter, etc).
· (Responds) to external requests for information.
· (Develops) document dissemination system.
· (Develops) an ad hoc system to notify of change requests, known problems, and workarounds.
