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Project Coordinator
Location: Newport Beach, CA

Job description

· Interface with Project Management team for functional oversight and application of tools, processes and timely submission of reports.

· Maintain liaison with various project teams to coordinate schedule status.

· Organize materials for the preparation of weekly and monthly meetings, presentations as per the requirements of the project.
· Prepare and maintain the schedule basis document in conjunction with input from the project team and other service groups.

· Responsible for the development, analysis and maintenance of the resource loaded detailed Master Project Schedule / Plan.

· Manage the schedule change order process to track approved schedule changes.

· Prepare broad activity logic and required interfaces to identify critical-path events or activities and provide analysis as directed.

· Interface with the Project Manager (PM) to validate progress for an assigned scope of work.

· Performs timely and complete update of project schedules to determine performance compliance with approved time frame.

· Supports Project Management Office (PMO) published Scheduling Guideline and Procedures.

· Together with the Project Team, ascertains that the correct scope of work is reflected on all schedules.

· Monitors schedule deviation of scope activities recommend corrective action/workaround solutions for management considerations.

· Develops and writes the schedule commentary that appears in the weekly and monthly progress reports.

· Identifies and reports activities that have a critical or potential impact on the schedule, and prepares impact report and recommends alternative for schedule improvement.

· Perform schedule critical path analysis on the Project Overall Schedule and recommend schedule recovery plan to the management.

· Preparation, analysis of the weekly and monthly schedule reports.

· Interface directly with PM to resolve schedule discrepancies.

· Evaluate and ensure that schedule progress are in agreement with the project requirements

· Ensure that all reports as required by the project team are disseminated on a timely manner.

· Prepare and assist in the preparation of periodic status reports for upper management.

Qualifications

· Bachelor’s Degree or equivalent combination of work and experience.

· 4- to 8 years scheduling experience.

· Intermediate to advanced experience in schedule methodology, proficiency in Microsoft Office, MS Project.

· Excellent verbal and written communication skills to collect, analyze, and present schedules.
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