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NON-MANAGEMENT JOB DESCRIPTION 

Working Title 

I Project Management Reporting and Standards Coordinator I 

Present Class 

I Program Services 3 

Division, Branch/Unit Ministry 

Corporate Strategies & 
Services Division, 
Policy & Strategic Initiatives Branch, 
Project Management Centre of Excellence Infrastructure 

PURPOSE: Give a brief summary of the job; covering the main responsibilities, the framework within which the job has to operate and 
the main contribution to the organization (see Non-Management Job Description Writing Guide Pages 7-8). 

The Project Management Reporting and Standards Coordinator reports to the Project Management Support Specialist to 
develop and report on project management processes and tools that support the ministry's project management community 
in delivering infrastructure construction projects. 

The Project Management Reporting and Standards Coordinator works with project managers, project support staff and 
staff within the Project Management Centre of Excellence (PMCOE) to scope requirements for project management 
procedures, processes, templates, guidelines, and other documents to ensure they meet project management standards and 
governance requirements. This work would aid delivery and maintenance of construction projects managed by Capital 
Projects Delivery and Properties Divisions. As there are multimillion-dollar and billion dollar projects spanning multiple 
years (i.e., from 6 months to more than 10 years) using multiple delivery methods at any given time, the position must 
ensure that project managers and their teams possess the right tools and templates in order to complete each respective 
phase of the projects in legally, politically, financially, and technically appropriate ways. Having collaborated with 
stakeholders and gained an understanding of what is required for a project, the position facilitates requirements gathering 
and develops the templates, guidelines, tools and reporting indicators, acting as a consultant and advisor to project 
managers and ministry staff to ensure the documents meet their needs and are in alignment with ministry project 
management standards. The position then ensures that the processes and documents are communicated to all users, 
appropriate training provided, and entered and maintained in PIMS template repository and other PM tools. PIMS is a 
SharePoint-based electronic central document repository of project management information, processes, and templates that 
is used to manage construction projects from planning to close-out stages. PIMS currently contains approximately 1000 
business process documents and resources for multiple project delivery methods, and supports consistent project 
management and delivery throughout the ministry. 

As new project delivery process and methods used for infrastructure projects emerge and new requests from the project 
management community are brought forward, the position works with the Project Management Support Specialist to 
ensure these processes are in alignment with established project management standards and tools are developed to support 
these processes in a timely manner. The Project Management Reporting and Standards Coordinator is responsible for 
providing end user with support services on PIMS and other PM documents and tools and is the primary lead for PIMS 
and other supported PM tools quality assurance and reporting activities. The role also facilitates end-user governance by 
ensuring PIMS and other supported PM tools are maintained and developed to meet ministry project management needs. 
The position develops training for PIMS and other PM tools usage and PM templates for staff across the ministry and 
works with project management community business users to tailor and deliver the necessary training required. 
Comprehensive knowledge of the ministry's business plans, legislation, policies and procedures is required along with a 
wide breadth of content knowledge applied to project management. 
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KNOWLEDGE, SKILLS & ABILITIES: Include information on required diplomas and degrees along with identifying the most 
important knowledge factors, including knowledge about practical procedures, administrative, technical or professional techniques, 
technical, scientific or program related processes, etc. Detail specific training if there is an occupational certification/registration 
requirement for the position. Specify the type of experience required for the position (see Writing Guide Pages 12-14). 

• Troubleshoot, investigate and contribute to resolution of issues relating to the use and operation of PIMS and other
PM tools.

• Develop and maintain collaborative working relationships with clients, stakeholders and partners to be able to
influence direction, design and implementation of PIMS updates and other PM tools as well as content changes
which may impact project management processes.

• Pro-actively anticipate and plan for requirements.
• Function independently as well as lead and contribute effectively within a team environment.
• Demonstrate initiative, motivation, professional judgement, flexibility and creativity.

CONT ACTS: Identify the main contacts the position communicates with and the purpose of the communication (See Writing Guide 
Pages 14-15). 

The position has regular and ongoing contact with: 
• The Project Management Support Specialist (the position's supervisor): to receive support and guidance on the

strategic direction of project management and knowledge management in the Ministry and to develop priorities,
strategies & budgets, resolve issues, refine procedures.

• PMCOE staff: to collaborate on Project Management processes and corresponding tools and templates required to
support project managers, and in alignment with project management standards.

• Ministry Project Management and Project Delivery Support staff: significant contact to exchange information;
determine nature of project management tools required; integrate ministry, divisional, and branch specific
initiatives into PIMS and other PM tools; collaborate on solutions to problems; provide training on PIMS system,
templates, and other PM tools; develop working relationships, identify and resolve issues and explain project
management services, and associated responsibilities.

• Representatives of other governments and professional associations to exchange information; identify best
practices, resolve issues, and coordinate activities.

• External consultants, knowledge experts and peers to provide support for knowledge management standards and
practices; exchange information; and resolve issues relating to training or knowledge management practices.
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