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            Project Control Manager - Project    

 

Department:  Project Control Last Update:  January 6, 2012 
Managed by (Title):    

Location:  Varies Prepared by:  S Lyons / T Gapsiewicz 
 

SUMMARY  

Supports the Project Management Team by maintaining an effective Project Controls System.  

Includes maintenance of Resource Planning and Allocation System, Project Tracking and 

Performance Reporting, Cost Evaluation, Communication, Contract Review and Administration, 

Estimating, Customer and Vendor Change Order Management and Customer Bids and Proposals. 
 

KNOWLEDGE, EXPERIENCE AND SKILLS REQUIRED  
 

Knowledge:  Bachelor’s degree in a related field.   

Understanding:  Thorough understanding of projects in business segment.  

Project Management; Quality Assurance; Procurement; Customer and Vendor Contract and Sub-

Contract Development, Review, Administration and Negotiation.  

Experience:  With planning and scheduling techniques, analytical processing of cause and effect 

relationships.    

Equivalent to Cost Controller IV or Planner/Scheduler IV. 

Skill: Must have good oral and written communication, negotiation, conflict resolution, and team 

building and motivation skills. 

Ability to:  Maintain and suggest improvements for the Project Control Systems (Planning / 

Scheduling, Cost, Estimating) 
 

E 

or 

N 

MAIN ACTIVITIES  
Identify the major tasks accomplished by this job.  Identify % of time spent on each and whether 
activity is an E- essential function or N – non-essential function of the job. 

% 

OF 

TIME 
E Maintains and monitors a successful Project Control System (tracking, reporting, 

evaluation and communication) to ensure that Project requirements, milestones and 

overall objectives are met.  

Establishes and maintains a cost control system to evaluate, monitor, track, forecast 

and report project costs, cash flow and percent complete project status accounting. 

50% 

E Reviews existing project related procedures and policy, standard terms and conditions, 

work instructions, communications, tracking methods and tools and recommends 

improvements or updates in order to meet project and management directives and 

current and future business requirements. 

5% 

E Provides assistance to Project Team to ascertain cause of significant deviations from 

planned performance, requirements and/or milestones.  Assists in the development of 

action plans to correct unfavorable performance or to take advantage of unusually 

favorable performance trends. 

20% 

E Ensures compliance with change order administration and cost development including 

visibility, status tracking/reporting, acceptance status, and resolution of aging, 

unresolved or unaccepted change orders. 

10% 

E Establishes common project controls execution plan for management and control of 

project costs and achievable resource and delivery schedules.  Ensures that the terms 

and conditions are saleable to meet each varying project size, criticality, 

contractual/financial/logistical risk potential and other related considerations. 

5% 

E Sets up proper staffing for each project in the areas of Project Planning, Estimating, 

Cost Control, Scheduling, and Monitoring.  Establishes performance criteria for Project 

Controls staff.  Oversees coordinates and coaches Project Controls Staff to ensure that 

requisite performance criteria are met. 

10% 
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N SPECIFIC ACTIVITIES (INTERMITTENT, ON AN OCCASIONAL BASIS, ETC.) 

Performs other duties as assigned.   

 

 

SCOPE AND IMPACT OF THE JOB 
Revenue or Budget Responsibility:  Project Controls Budget related to assigned project(s) 

Number of Direct Reports:   0-20                               Number of Indirect Reports:  0 
Titles of Jobs Supervised: Cost Controllers I – IV, Planner/Schedulers I – IV, Estimators I – IV, and 
associated Leads and Supervisors  (Number and types of jobs project dependent) 
 

Nature of Supervisory Responsibility:  Full supervisory responsibility for assigned team – hire, fire, 

performance review, training, coaching, etc. 
Degree of supervision received or the degree of autonomy given:  The degree to which supervisor 

outlines the methods to be followed or results to be obtained and checks work or progress.   
Receives direction from General Manager and Project Managers to set project control objectives, 

interpret policy issues, develop new concepts and resolve unusual and time-sensitive problems. 
Complexity of Duties and Decisions:   
Procedures / processes available and the requirements to adhere to those specifications or the 
requirement to interpret existing or develop new processes / procedures: 

Establishes the standards, guidelines and procedures needed in line with corporate standards.   

Specifies what is to be done at lower levels and how the resources allocated by upper management 

are to be deployed.   

Is expected regularly to identify, evaluate and suggest enhancements to improve reliability, 

compliance and/or cost effectiveness. 
Initiative, judgment, creativity, planning & resourcefulness needed: 

Is expected to independently analyze situations and data to determine best course of action.  

Assists staff in complex problem diagnosis and corrective action planning. 

Is expected to make positive and active contributions, utilizing independent thinking to develop 

strategies and objectives to assist the organization in achieving its key financial and growth goals. 
How are errors detected?  What is possible impact of those errors? 

Must understand and effectively manage key financial issues that impact the Project.   

Errors may be difficult to detect and may have far-reaching consequences.  Decisions may have an 

economic impact on the project. 

INTERPERSONAL / COMMUNICATIONS 
Indicate internal and external contacts and purpose of contacts. 

Facilitates communications, problem resolution and provides appropriate feedback, both positive 

and corrective with department. 

Customer and company requirements are often changing so communications are vital to the 

success of this position.   

Interfaces daily with all internal functional areas. 

Customer interfaces are crucial to provide them with confidence in the company’s ability to control, 

effectively manage and report the progress and future outcomes of the project clearly and 

concisely.  

WORK ENVIRONMENT AND DEMANDS  
List the work environment and physical demands encountered while performing the essential functions of the 
job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
Work Environment:  Office Environment.  Some domestic travel.   
Physical Demands:   

Frequent sitting and operating a computer.  Is regularly required to use hands or fingers, handle, or 

feel; reach with hands and arms; and talk or hear.  May be required to use stairs. 

Specific vision abilities required by this job include close vision, distance vision, color vision, and 

ability to adjust focus. 
 
This job description is a general description of essential job functions.  It is not intended as an employment contract, nor is it 
intended to describe all duties someone in this position may perform.  All employees are expected to perform tasks as assigned 
by supervisor, regardless of job title or routine job duties. 
 

If interested, please contact Donna Hoover at 
donna.hoover@englobal.com or call me at 281-878-1329. 


