
Summary of This Role Provides assistance to project managers to ensure projects are carried out 

according to plan. Assists in the daily coordination of projects, and serves as a liaison between project 

management and planning, project teams, and line management.  

Drafts reports for project managers that include scheduling and budget information, tasks, risks, 

issues, and deliverables. Develops mechanisms for monitoring project progress and for intervention 

and problem solving with project managers, line managers, and clients. Assesses project issues, and 

assists with the development of resolutions to meet productivity, quality, and client-satisfaction goals 

and objectives. Performs administrative tasks, such as arranging meetings, developing agendas, 

preparing status reports, and preparing site visits and travel plans.  

What Part Will You Play?  

Performs complex project administration tasks to support projects, and may recommend new and 

innovative process improvements 

Within established guidelines, enters and updates project plan data and related documentation, such 

as issue, risk, or governance logs into databases and/or the system of record for the purposes of 

ensuring accurate project planning, tracking and billing; recommends process improvements and 

trains users on the use of project management tools and on operational procedures 

Follows internal procedures, and monitors and ensures the company’s standard implementation 

procedures, policy, and control mechanisms are strictly adhered to during the project implementation 

cycle; escalates when procedures are not followed; supports less experienced  

Project Coordinators with the tracking and monitoring of implementation progress and with 

identifying items needing escalation  

Keeps project management team informed of timeliness, accuracy, and completeness of projects, and 

escalates when milestones are not being met. May assist lesser experienced 

Project Coordinators with identifying items that need escalation. 

 •Anticipates meeting and scheduling needs; reviews arrangements for project meetings and ensures 

they meet the project team’s requirements; coordinates project meetings, including Walkthrough 

Compliance meetings, etc., by scheduling the appropriate time, booking conference rooms, 

coordinating travel arrangements for project site visits, and setting-up conference calls •Attends 

project meetings in order to support the project; takes notes on issues, risks, and actions; reviews 

notes/minutes taken by less experienced team members, and ensure notes are prepared and 

distributed timely and with accuracy; escalates when agreed upon actions are delayed or incomplete 

•Reviews database information for accuracy, and participates in the design and development of tools 

and reports; instructs less experienced Project Coordinators on the use of reports and the process to 

manage and monitor project information; ensures all project-related reports are produced and 

distributed to all stakeholders in a timely and accurate manner •Ensures SharePoint sites is maintained 

for the various projects teams •Ensures project documents are filed accurately and systematically 

•Makes recommendations using experience and professional judgment in assisting with the resolution 

of issues •Contributes to departmental improvements to processes and procedures through the 

analysis of current project coordination processes, and acts as a mentor for less experienced Project 

Coordinators  

What Are We Looking For in This Role? Minimum Qualifications •High school diploma or equivalent 

•Typically minimum 4 yrs of relevant exp •such as experience in an administrative environment  

Preferred Qualifications •Bachelor's Degree •No designated field  



What Are Our Desired Skills and Capabilities? •Skills / Knowledge - As a skilled specialist, and 

completes tasks in resourceful and effective ways •Job Complexity - Works on assignments requiring 

considerable initiative; understands implications of work and makes recommendations for solutions 

•Supervision - Proposes methods and procedures on new assignments; may be informal team leader 

•Knowledge of company policy and procedures related to project management - to ensure the 

company’s project management methodology is followed 

Enviar CV para Marcos Matias  

mmatias@tsys.com 

 

https://www.linkedin.com/in/marcos-matias-897b9914/
mailto:mmatias@tsys.com

