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Project Member 

Description

A project member reports to either the team lead or the project manager. The roles of the project member include producing deliverables under the guidance of project management, executing tasks according to the approved work plan, identifying and reporting new issues or risks to management, focusing on quality delivery, and maintaining productive relationships.

The project member may also be called:

· Team member

· Project team member

Project resource

Abbreviation 

ProjMem 

Responsibilities 

Communications Management

· Actively facilitate communications activities throughout the project lifecycle. 

· Assist in identifying and ranking key stakeholders. 

· Assist the project manager in developing and delivering critical key messages. 

· Communicate with other project teams as necessary to produce organization deliverables. 

· Facilitate implementation of the Internal Project Communications Plan. 

· Facilitate meetings or conference calls. 

· Identify communications issues and relevant audiences and develop appropriate tactics; assign or assume responsibility for action. 

· Integrate communications activities with overall project implementation effort. 

· Make project management aware of critical communications needs and activities. 

· Provide leadership in conducting specific assigned group communications and employee education sessions. 

· Provide status and progress reports to project manager or team leads as requested. 

Solicit and deliver feedback on the effectiveness of project communications. 

Financial Management

N/A

Integration Management

N/A

Logistics Management

N/A

Organization Management

· Assist the project manager as requested in completing the logistical and organizational activities required before officially being discharged from the project. 

· Complete reviewee portion of performance review. 

· Notify his or her supervisor, counselor, or home organization of the finalized roll-off date. 

· Participate in required training.

· Update availability report and firm resume. 

Update necessary documentation reflecting the resource’s project participation. 

Procurement Management

N/A

Quality Management

· Execute ongoing quality control. 

· Focus on quality throughout the project. 

· Participate in quality issue resolution. 

· Support the quality process within the project. 

Understand the project's targeted quality level. 

Risk/Issues Management

· Participate in risk management as requested.

· Manage assigned risks and update project management on the status of the risks.

· Act as an issue owner, when assigned, to implement and resolve open issues. 

· Assist in the maintenance of the Issues Log. 

· Identify and submit issues. 

· Perform issue research, analysis, and resolution. 

· Provide input for the issues status report. 

· Provide issue status information at team meetings. 

· Read and follow the process defined in the Issues Management Plan.

Recommend issues for the escalation process. 

Scope/Change Management

· Act as a change owner, when assigned, to implement and resolve open changes.

· Assist in the maintenance of the Issues Log. 

· Evaluate change requests and recommend alternatives. 

· Identify and submit change requests. 

· Provide input for the change status report.

· Read and follow the processes as defined by the Change Control Plan.

· Read the Project Charter. Understand the content of the Project Charter and its implication on the work to be performed.

· Read the Scope Plan. Understand the Scope Plan and its implications on the work to be performed.

· Recommend clarification changes to the Project Charter.

Recommend clarification changes to the Scope Plan.

Workplan Management

· Provide input into:

· The creation of the WBS

· Breaking down the WBS into steps or work packages

· Development of the activity list for each WBS item

· Identification of dependencies between activities

· Sequencing the activities

· Identification of resource requirements

· Identification of work packages and estimates of duration and resources. 
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