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Team Lead 

Description

The role of the team lead is to prepare and review deliverables that are produced to an appropriate level of quality within a planned timeframe and cost. 

The team lead reports to and takes direction from the project manager. A primary team lead may serve in the role of the project manager’s second-in-command. This team lead may also participate in project board meetings and lead special initiatives that are defined by the project manager.

The team lead may delegate or assign responsibilities to the project member for specific areas such as product deliverables. The team lead should clearly document which responsibilities are being delegated and the level of assignment for the responsibility. The level of assignment may include performance, review, or support. Roles and Responsibilities (part of Organizational Plan) can be used to map the subject areas being assigned to the roles. 

Two individuals normally serve the team lead role: one from the organization and one from Deloitte. These individuals concur and share the responsibilities. 

The team lead may also be called:

· Project team leader

· Team manager

· Plan manager

Subproject manager

Abbreviation

TeamLead

Responsibilities 

The team lead performs, supports, reviews, and approves identified responsibilities as delegated by the project manager. 

Communications Management

· Communicate with team members about project status. 

· Facilitate implementation of Internal Project Communications Plan through team to work groups. 

· Identify and deliver communications issues to the project management team. 

· Identify and deliver organization-specific key message needs to project manager. 

· Integrate communications responsibilities into team member involvement with work groups. 

· Interface with other project teams. 

· Orchestrate and execute communication strategy and activities. 

· Participate in and lead presentations to employees, management, and others as needed. 

· Provide mechanisms and opportunities for staff to present questions and concerns. 

Serve as liaison with any project assurance roles. 

Financial Management

· Adapt to financial policies and procedures. 

· Assist in determining proper and appropriate funding, if required. 

· Assist the project director or office controller in the maintenance of Client Information. 

· Assist the project director or office controller in the maintenance of Engagement Information. 

· Communicate and coordinate with the client’s internal financial systems to facilitate invoice and payment processes. 

· Complete the Financial Plan and obtain the appropriate approvals. 

· Determine the Responsibilities, including the individuals responsible for the management of the client contract. 

· Establish a payment tracking process and resolve any payment issues or inquiries. 

· Establish the Financial Baseline. 

· Establish the practices to validate time and expense tracking and monitoring. 

· Identify and incorporate any terms, conditions, and procedural processes established by the organization for project Financials. 

· Identify suitable resources needed to control project Financials. 

· Identify, track, and report quality metrics established for performance reports. 

· Identify, track, and report risks related to project Financials. 

· Implement formal performance monitor practices required for the contract. 

· Implement informal performance activities to gauge future performance trends. 

· Monitor the status of accounts receivable. 

· Obtain appropriate approvals for the Financial Plan. 

· Prepare and assist the office controller in the preparation of bills and invoices. 

· Prepare and submit Time and Expense Data. 

· Provide financial justification for the project. 

· Review the Financial Plan with the appropriate project management and organizational management. 

· Track the progress of the Financial Plan. 

Validate compliance to time and expense policies and procedures by project members. 

Integration Management

· Analyze team workplan variances. 

· Coordinate with other team leads to identify any integration or cross-plan dependency issues. 

· Evaluate the project requirements and construct or oversee the development of the team workplan. 

· Identify any outstanding commitments from or to vendors. 

· Identify project completion issues for the team. 

· Produce team Performance Reports. 

· Provide documentation of project deliverable completion and acceptance. 

· Provide feedback to project management regarding any potential or identified work planning issues. 

· Report periodic progress to the project manager. 

· Review the list of materials from the team to be included in the project archives for completeness. 

Verify that project assumptions have been used correctly and accurately in the team’s workplan. 

Logistics Management

· Arrange for conditioning, packing, and shipping of the logistics resource. 

· Carry out or commission the evaluation of products and suppliers. 

· Complete the Acquisition Requisition and verify that it contains appropriate approvals. 

· Develop plans to commission the acquisition, installation, and maintenance of logistics resources. 

· Identify individuals and groups to interview; collect the requirements. 

· Identify logistics resources no longer needed for the project. 

· Identify suitable products, services, and suppliers to meet requirements. 

· Identify, track, and report on quality metrics established for this task. 

· Inspect or review the resources to verify the resource availability and suitability. 

· Interview executives, managers, and staff to collect the requirements. 

· Maintain records of the acquisitions and the quality controls applied. 

· Plan, execute, and control quality processes, including the use of questionnaires, surveys, or samplings. 

· Plan, execute, and control the external activities for the environment preparation. 

· Plan, execute, and control the installation, maintenance, and testing of goods and services. 

· Plan, execute, and control the organization’s activities for the environment preparation. 

· Plan, execute, and control the staff support for the goods and services. 

· Prepare and report the status of staff support and any actions being taken or anticipated against the staff support. 

· Prepare and report the status of the goods and services and any actions being taken or anticipated against the goods, services, or supplier. 

· Receive goods and generate goods receipt transactions. 

· Return faulty goods with necessary notifications. 

· Review and approve the functional testing for the goods or services. 

· Schedule resources and create a workplan for preparing the Logistics Plan. 

· Track the progress and performance of staff support related to the goods and services. 

· Track the progress of acquisitions and deliveries. 

· Track the progress of decommissioned resources. 

· Track the progress of the environmental preparation and functional evaluation of the goods or services. 

· Update the list of logistics contacts. 

· Verify final payments are made to suppliers or internal accounts. 

· Verify that functional testing procedures are prepared and appropriate. 

· Verify that small acquisitions are completed and the proper acquisition expenses are processed. 

Verify the logistics resource is returned in a fair and reasonable condition. 

Organization Management

· Approve the schedule of team-building activities and the planned performance-improvement activities for his or her team. 

· Define and implement policies and procedures as well as parts of the team development plan and the staff performance improvement plan. 

· Define his or her branch of the organizational breakdown structure. 

· Define roles and responsibilities for his or her team. 

· Define the team’s training plan. 

· Obtain approval for performance reviews. 

Support the project manager as requested. 

Procurement Management

· Adapt to procurement policies and procedures established by the owning organization. 

· Assist in any dispute strategies or activities. 

· Assist in dispute negotiation, arbitration, or litigation. 

· Determine the Responsibilities, including the individuals responsible for the management of the client contract. 

· Determine the Scope of Effort and Processes to effectively manage the client contract. 

· Develop a quality plan and risk plan for the contract. 

· Implement the proper incentives outlined by the project director to verify that the scope of the client contract and the Client Contract Management Plan are followed. 

· Meet with organization and Deloitte management to fully understand the key features of the client contract. 

· Monitor and report to management any expected disputes with the contract. 

· Perform quality reviews and risk reviews; make the necessary corrections. 

· Prepare fact analyses on dispute issues for management. 

· Prepare the Client Contract Management Plan. 

· Prepare the list of Key Components and Requirements for the engagement contract. 

· Review the client contract. 

· Verify that communication between the organization and the project team is timely, effective, and appropriate. 

· Verify that the Client Contracts Administration Log is complete, archived, backed up, and recoverable, if necessary. 

· Verify that the Client contracts Administration Log is up-to-date and usable. 

· Verify that timely feedback is prepared and delivered to the organization. 

· Verify that communication between the supplier and the project team is timely, effective, and appropriate.
· Adapt to procurement policies and procedures established by the owning organization. 

· Adhere to the procurement policies and procedures established by the procurement authority. 

· Assist in any dispute strategies or activities. 

· Assist in dispute negotiation, arbitration, or litigation. 

· Assist in the transition from establishing the contract to administering the contract. 

· Assist the procurement authority with developing the strategy for the procurement contract method, contract type, or other procedures related to preparing the supplier request. 

· Develop a quality plan and risk plan for the contract. 

· Develop the Procurement Plan and verify that the plan is approved by the appropriate individuals. 

· Establish a payment tracking process and resolve any payment issues or inquiries. 

· Identify suitable products, services, and suppliers to meet the established procurement requirements. 

· Identify, track, and report the quality metrics for this task. 

· Identify, track, and report the risks related to the procurement. 

· Implement formal performance monitoring practices required for the contract. 

· Implement informal performance activities to gauge future performance trends.

· Implement or participate in any change control activities related to the contract, including identification, analysis, justification, and approval. 

· Monitor and report to management any expected disputes with the contract. 

· Monitor the progress of the RFP, RFQ, IFB, or RFI. 

· Perform quality reviews and risk reviews; make the necessary corrections. 

· Prepare and participate in any bidder conferences or question and answer sessions with the supplier. 

· Prepare fact analyses on dispute issues for management. 

· Prepare the evaluation criteria for the procurement products and suppliers. 

· Track the progress of the Procurement Plan. 

· Verify that communication between the supplier and the project team is timely, effective, and appropriate. 

· Verify that the Procurement Contract Administration Library is complete, archived, backed up, and recoverable, if necessary. 

· Verify that the Procurement Contract Administration Library is up-to-date and usable. 

Verify that timely feedback is prepared and delivered to the supplier and owning authority. 

Quality Management

· Execute ongoing quality control. 

· Focus on quality throughout the project. 

· Identify, document, and communicate the deliverables review process to the project team. 

· Participate in quality issue resolution. 

· Support the quality process within the project. 

Understand the project’s targeted quality level. 

Risk/Issues Management

· Identify mitigation strategies for project risks identified for his or her team. 

· Identify, categorize, and prioritize his or her team’s project risks. 

· Participate in the risk planning process to verify that the categories, priorities, and severity levels are reflected in their subsequent planning efforts. 

· Quantify and map project risks identified for his or her team to organizational units. 

· Responsible for verifying that the risks have a risk management plan and is followed, that a risk mitigation and risk contingency plan is created, and that the risk status is monitored, documented, and reported. 

· Support the project manager as needed. 

· The team member assigned to each implemented risk mitigation plan performs the following: 

· Executes the Risk Mitigation Implementation Workplan 
· Monitors the status of the implemented risk mitigation plan 
· Reports any changes in the probability of occurrence and potential impact of each risk 
· Analyzes and documents the success and failure of the Risk Mitigation Implementation Workplan 
· Updates any necessary issues, logs, or other documentation 

· Assign resources for issue resolution.

· Assist in developing the Issues Log software.

· Assist in maintaining the Issues Log. 

· Assist in the development of the Issues Management Plan.

· Assist in the research, analysis, and resolution of issues, including assigning issue owners.

· Close issues in the Issues Log. 

· Communicate the process defined in the Issues Management Plan to the project team.

· Identify and submit issues to the Issues Log. 

· Prepare the milestone chart, budget, organization chart, and other approach materials. 

· Provide input to the Issues Status Report. 

Recommend issues for the escalation process. 

Scope/Change Management

· Advise and recommend action to the change control board.

· Align the goals, objectives, and stakeholder expectations with the contract criteria. 

· Analyze the impact of a change request on the project and analyze alternatives. 

· Assign resources for change request resolution.

· Assist in the development of the Change Control Plan.

· Communicate the process defined in the Change Control Plan to the project team.

· Complete the change request form to initiate a change to a project. 

· Develop the scope statements. 

· Establish a method for classifying and recording change requests.

· Establish mechanisms to verify that every project member on the team reviews and understands the Project Charter. 

· Identify and integrate other project and initiative requirements into the Work Breakdown Structure. 

· Identify the goals, objectives, and stakeholder expectations. 

· Identify the Project Constraints, Assumptions, and Critical Success Factors and develop the Risk Strategy Statement. 

· Interview key stakeholders to collect the required information for the Project Charter. 

· Perform the necessary research for creating the Project Background. 

· Prepare and communicate change request status. 

· Prepare the Deliverables Review Process. 

· Prepare the Executive Summary. 

· Prepare the integrated Work Breakdown Structure. 

· Prepare the milestone chart, budget, organization chart, and other approach materials. 

· Prepare the Project Information. 

· Prepare the Scope Management Strategy. 

· Provide direction and guidance to the project team in preparing the team’s Work Breakdown Structure. 

· Recommend changes for the escalation process.

· Review and update the Project Charter, as needed. 

· Review the change request actions for appropriateness and timeliness of execution. 

· Review the Change Request Log. 

· Review the change request schedule and verify that it has minimal effects on the project.

· Review the status of changes and evaluate their progress,

· Update the project baseline based on approved change request.

· Update the project baseline based on approved change requests.

Verify that change owners adhere to the procedures and protocols defined in the Change Request Plan.

Workplan Management

· Provide input into work package identification and estimates of duration and resources. 
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