[image: image1.jpg]COLLEGIATE
PROJECT SERVICES

CORNELIUS & ES COMPANY






Team Leader Job Description Checklist
Team Leader Responsibilities

	Responsibility
	Limited or no experience
	Has Experience or is Proficient
	Needs Training

	1. Serve on the Project Leadership Team
	
	
	

	2. Provide regular updates to the Project Manager/Implementation Team on work progress, accomplishments, and potential problems with recommended solutions
	
	
	

	3. Ensure the team goals, as outlined in the team charter, are met
	
	
	

	4. Provide leadership in making and resolving implementation decisions that impact multiple functional and technical areas
	
	
	

	5. Participate in planning process by providing tasks, durations, and resources for the project plan
	
	
	

	6. Conduct regular reviews of project status and timeline to understand dependencies among functional areas and to make adjustments as needed 
	
	
	

	7. Review project status in terms of individual functional/technical areas and/or milestones
	
	
	

	8. Review the communication plan to assure that project progress is appropriately communicated to the university community and to identify any internal communication concerns
	
	
	

	9. Facilitate effective, regularly scheduled sub team meetings using effective meeting processes.
	
	
	

	10. Ensure that team documentation is developed and communicated
	
	
	

	11. Create agendas and ensure action minutes are documented and distributed for team meetings
	
	
	

	12. Draft team status reports and submit to Project Manager for inclusion in overall project weekly status reports
	
	
	


Team Leader Skills
	Skill
	Skilled
	Needs Training

	· Leadership skills to help lead the project team through the stages of team development
	
	

	· Communication skills including verbal, both one-on-one and with a group, and written
	
	

	· People-management skills such as ability to provide constructive feedback, address and resolve conflict, manage individual behavioral styles and personalities
	
	

	· Facilitation skills to ensure participation by all members of the team
	
	

	· Skills at interfacing across the organization and removing obstacles for the team
	
	

	· Ability to accept criticism, feedback, and input from others
	
	

	· Skills in using team-based tools such as brainstorming, organizing, decision making, project management, conflict resolution, and so on
	
	

	· Persuasion and selling skills including the ability to promote and sell the project both within and outside the organization
	
	

	· Presentation skills
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