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Project Manager 

ACS Learning is a bou�que educa�onal consul�ng company specializing in adult learning and training, 
and we are seeking a skilled and passionate Project Manager to join our team 20+ hours per week, with 
a poten�al for full-�me hours.   

As a Project Manager, you will be responsible for managing and overseeing the successful execu�on of 
our adult learning and training projects. You will work closely with clients, subject mater experts, and a 
diverse team of consultants to ensure that our projects are delivered with excep�onal quality, within 
budget, and on schedule. The ideal candidate will have a strong background in project management, a 
deep understanding of adult learning principles, and a passion for crea�ng impac�ul learning 
experiences. 

Project Planning and Strategy: 

• Define project scope, objec�ves, deliverables, and success criteria in collabora�on with 
stakeholders 

• Develop detailed project plans, including �melines, resource alloca�on, and budget es�mates 
• Iden�fy and mi�gate project risks and develop con�ngency plans 
• Establish project governance and communica�on protocols 

Project Execu�on and Monitoring: 

• Lead project teams, providing clear direc�on and guidance to ensure project milestones are 
achieved 

• Monitor project progress, track key performance indicators, and ensure adherence to project 
�melines and budget 

• Conduct regular project mee�ngs to review status, address issues, and facilitate effec�ve 
communica�on among team members 

• Implement and u�lize project management tools and so�ware to streamline project workflows 
and enhance collabora�on 

Stakeholder Management: 

• Establish strong rela�onships with project stakeholders, including clients, team members, 
vendors, and senior management 

• Conduct stakeholder mee�ngs to gather requirements, provide project updates, and address 
concerns 

• Manage stakeholder expecta�ons and ensure effec�ve communica�on throughout the project 
lifecycle 

• Resolve conflicts and facilitate consensus among stakeholders with compe�ng interests 

Quality Assurance and Risk Management: 

• Develop and implement quality control processes to ensure deliverables meet established 
standards 
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• Conduct thorough project reviews and audits to iden�fy areas for improvement 
• Proac�vely iden�fy and manage project risks, taking appropriate measures to minimize their 

impact 
• Implement lessons learned from previous projects to con�nuously improve project management 

prac�ces 

Team Leadership and Development: 

• Provide leadership, guidance, and mentorship to project team members, fostering a 
collabora�ve and high-performing work environment 

• Delegate tasks and responsibili�es, ensuring appropriate alloca�on of resources 
• Facilitate team mee�ngs, training sessions, and workshops to enhance team produc�vity and 

professional growth 
• Recognize and celebrate project team achievements and contribu�ons 

Qualifica�ons: 

• Bachelor's degree is desired 
• Project management cer�fica�on (e.g., PMP) is a plus 
• 3+ years proven experience as a Project Manager, successfully delivering adult learning and 

training projects from incep�on to comple�on 
• Strong project management skills, with the ability to manage mul�ple projects simultaneously 

and deliver on �me and within budget 
• Deep understanding of adult learning principles, instruc�onal design methodologies, and 

training program development 
• Excellent communica�on and stakeholder management skills, with the ability to effec�vely 

engage with clients and diverse project teams 
• Strong analy�cal and problem-solving abili�es 
• Proficiency in project management so�ware such as Smartsheet, MS Project, AirTable, Monday, 

etc. 
• Knowledge of learning management systems (LMS), and e-learning authoring tools is a plus 
• Familiarity with industry standards and best prac�ces in adult learning and training 
• Passion for con�nuous learning and professional development 

Product Knowledge: 

• Project Management so�ware such as Smartsheet, MS Project, Airtable, Monday 
• Microso� Office 365 including Teams and SharePoint 
• MS Excel at intermediate level 
• MS PowerPoint at intermediate level (master slides, sec�ons, and styles) 
• MS Word at intermediate level (styles, long documents, TOC) 

 

Interested in applying for this posi�on? Click here.  

https://my.graceblocks.com/form?x=MTYwfGdyYWNlYmxvY2tzXzAxfDI4MA==

