
 

JOB DESCRIPTION 

Designation          Sr Manager Planning & Monitoring 

Location Corporate office - Ahmedabad 
       

Duties and responsibilities:  

 Will be key person at HO for Planning and Monitoring needs of all projects across India. 

 Use project management and planning knowledge along with project management tools 

& techniques to meet the project completion deadlines. 

 Progress monitoring of specific projects on a regular basis. Anticipate and resolve any 

problems, bottlenecks/scheduling conflicts. Prepare and maintain package work plans 

and monitor progress to achieve on time or earlier deliveries to keep the project on 

schedule.     

 Schedules, plans and oversees the various ongoing projects. 

 Plans, organize and coordinate all project activities  

 Develop all master schedules (Micro and Macro) for project with resource leveling with 

respect to benchmark priorities. 

 Set up alerts for all contractual activities and important project milestones 

 Updates and tracks the schedule based on the project’s field status/input. 

 Prepares monthly project reports/next month forecast of all projects and tracks them 

on the benchmark schedule.  

 Prepare monthly labor histograms. 

 Prepare monthly cash-flow and procurement schedules for all projects. 

 Accumulates, collects and analyze data and information required for planning and 

contracts.  

 Coordinate with various department i.e. planning/engineering/ contracts/procurement 

with respect to Project schedule and planning (Cross functional coordination).  

 Comes up with innovative solutions/strategies to meet project backlog and resource 

management strategies. Analyse time/cost over-runs for learning and copping up.  

 Monitor and track all master MIS with respect to Project Planning and Monitoring.  



 Generate Executive report for Top Management. 

 Conduct training of Project team on Planning and Monitoring.  

 Create project completion reports with learnings.  

 Perform any other duties and responsibilities as and when directed by your Supervisor. 

Skills 

 Multi-tasking and innovative in his approach.  

 Grounded in his basic Project Management skills 

 Ability to Spearhead and negotiate the required project goals objectively.  

 Pleasant and Team worker.  

 Excellent communication and interpersonal skill.  

Non- Negotiable: Sincerity and commitment to work and integrity in Values.  

 


