
UNIVERSITY OF SOUTHERN CALIFORNIA

Director, Project Manager (PMO)

Job Code: 129609

OT Eligible:

Comp Approval:

Manages the development of appropriate organizational change management strategies for large, 
significant and complex initiatives. Partners with leadership to ensure alignment with university 
objectives and lead sourcing efforts accordingly. Regularly monitors and reports on change efforts 
and progress. Maintains open lines of communication with organizational and university 
stakeholders.

JOB SUMMARY:

JOB ACCOUNTABILITIES:

*E/M/NA % TIME

No

7/9/2021

______ Manages internal project management teams, responsible for establishing 
timelines, budgets and delivery of several complex projects (e.g., programs, 
strategic initiatives). Develops and drives strategic, flexible project methodologies. 
Ensures projects and leadership are aligned with organizational objectives and 
business priorities. Applies creative problem-solving strategies to address repetitive 
challenges across the university. Gains key stakeholder input, building consensus 
and prioritizing projects with university-wide value and positive long-term 
implications.

______

______ Defines program scope and sets measurable, achievable short- and long-term 
goals. Outlines cross-functional obstacles while leading projects with multiple 
stakeholders and prepares mitigation plans. Identifies development opportunities 
and implements best practices and initiatives that contribute to improved customer 
service and departmental efficiencies. Regularly monitors and reports on change 
efforts, conducting ongoing meetings and providing integrated visuals of progress.

______

______ Leverages various platforms to maintain open, coordinated lines of communication 
with all relevant stakeholders. Manages team efforts to meet targets within 
established deadlines. Develops and implements internal processes and technical 
architecture. Evaluates project team member workloads and reallocates work as 
needed. Partners with leadership to confirm needs and lead sourcing efforts 
accordingly.

______

______ Partners with key stakeholders to manage schedules and provides support and 
guidance to direct reports. Manages relationships with third-party vendors. Reviews 
metrics and data to inform and improve decision-making and recommendations. 
Provides input and insights into ongoing product development to steer projects and 
help guide project managers. Maintains currency of regulation and policy changes 
that may affect objectives, services and processes.

______

______ Cultivates relationships to build effective internal/external networks. Collects 
feedback and ascertains ways to improve services. Partners with colleagues and 
leadership to align projects and solutions with university culture. Promotes an 
environment that fosters inclusive relationships and creates unbiased opportunities 
for contributions through ideas, words, and actions that uphold principles of the 
USC Code of Ethics.

______

Performs other related duties as assigned or requested.  The university reserves 
the right to add or change duties at any time.
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*Select E (ESSENTIAL), M (MARGINAL) or NA (NON-APPLICABLE) to denote importance of 

each job function to position.

JOB QUALIFICATIONS:

Performs other related duties as assigned or requested.  The university reserves 
the right to add or change duties at any time.

EMERGENCY RESPONSE/RECOVERY:

Essential:

In the event of an emergency, the employee holding this position is required to 
“report to duty” in accordance with the university’s Emergency Operations Plan 
and/or the employee’s department’s emergency response and/or recovery 
plans.  Familiarity with those plans and regular training to implement those 
plans is required.  During or immediately following an emergency, the employee 
will be notified to assist in the emergency response efforts, and mobilize other 
staff members if needed.

No

Yes

Minimum Education:

Bachelor's degree

Minimum Experience:

10 years

Preferred Education:

Master's degree

Preferred Experience:

12 years

Minimum Field of Expertise:

Bachelor's degree in business, psychology, communications, or related fields. Ten years’ 
experience in business administration, business strategy and/or project management. Four 
years of management experience, able to build, train, develop and manage diverse, high-
performing teams. Excellent written and oral communication skills, and an exemplary 
attention to detail. Ability to present ideas and solutions in non-technical, business-friendly 
terms. Advanced judgment, analytical, and decision-making skills. Demonstrated ability to 
deftly handle time-sensitive matters, meet strict deadlines, and accomplish confidential 
tasks. Ability to drive adoption and implementation of project/program management 
methodologies. Demonstrated ability to assess and manage interdependencies of projects 
with regards to content and planning. Experience engaging executive level stakeholders, 
project team members and third-party vendors to provide meaningful updates or drive 
consensus. Advanced knowledge of continual improvement processes. Experience driving 
cross-functional programs and managing competing priorities. Ability to foster an 
environment of trust, collaboration, transparency, and accountability. Proficiency with 
Microsoft Office (e.g., MS Project, Visio). Demonstrated excellence leveraging project 
portfolio management tools.

Preferred Field of Expertise:
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SIGNATURES:

Employee: _____________________________________  Date:_____________________________

Supervisor: ____________________________________  Date:_____________________________

The above statements are intended to describe the general nature and level of work being 

performed.  They are not intended to be construed as an exhaustive list of all responsibilities, 

duties and skills required of personnel so classified.

The University of Southern California is an Equal Opportunity Employer

Supervises:  Level:

Manages employees (varied levels) across departments on a project basis.

Master’s degree in business, psychology, communications, or related fields. Certified 
Associate in Project Management, Project Management Professional, Change 
Management, Prosci and/or similar certifications. Twelve or more years’ experience in 
business administration, business strategy and/or project management. Six or more years 
of management experience. Experience in higher education or finance. Demonstrated 
experience identifying opportunities for process improvements, new initiatives and strategic 
projects. Experience partnering with department leadership to develop and execute 
strategic visions. Experience implementing and recommending best practices, developing 
program/project plans, and effectively managing and deploying resources to achieve 
objectives. Experience training staff to create new approaches to challenges or to meet 
evolving stakeholder needs.


