
 

 

Project Manager 

Objective 
This role is responsible for facilitating the successful execution of all client and internal projects 
across the company. The Project Manager is the primary client contact, owns project scope, 
budget, and timeline, and ensures that the development team has what it needs to deliver 
excellent work — on time and within budget. 

Job Responsibilities 
Client & Project Management 

• Serve as the primary client contact for all active projects, daily 
• Lead client status meetings; provide minutes, action items, and deliverables 
• Manage all client and internal projects proactively to finish on time, within scope, and 

within budget using Teamwork according to SCG processes 
• Maintain a top-line understanding of each client's system’s purpose and needs 
• Share client challenges and successes with the appropriate team member as they arise 
• Make final decisions on escalated client requests with the best interests of the client and 

SCG in mind, demonstrating flexibility and good judgment 
• Schedule and facilitate calls for discovery, client status, or any project questions or issues 

as needed 
• Send video updates or email summaries to clients in lieu of meetings when there is no 

substantive agenda item 
 
Billing & Invoicing 

• Proactively invoice clients before each block of hours expires — prevent work from moving 
forward when hourly buckets are empty 

• Communicate the payment and stop-work policy clearly to clients at project kickoff 
• Collect and post subcontractor invoices according to the company process 
• Update Teamwork budgets from paid invoices according to the company process 

 

 



 

Scoping & Project Kickoff 
• Participate in the scoping handoff meeting before any work begins on a new project 
• Ensure the signed contract, scoping document, budget, and billable rate are received 

before kickoff 
• No project work begins without a completed handoff 

 
Team Coordination 

• Ensure workload management is balanced across the team, based on the team’s skill set 
and availability, working with the Tech Lead to assign the appropriate team member 

• Check in with team members to set priorities daily 
• Ensure daily timesheet entry by employees and subcontractors 
• Collaborate with the Managing Director to create and maintain process documents 

 
Jarvis 

• Execute Jarvis product decisions based on the Owner’s, Tech Lead’s, and Managing 
Director's decisions; the Owner holds final say on all Jarvis decisions 

• Ensure the internal tool is built in accordance with project management standards 
 
General 

• Use Teamwork to manage all tasks 
• Attend and participate in virtual team meetings 
• Achieve Rocks, quarterly 
• Enter timesheets daily 
• Any additional one-off tasks as assigned 

Work Hours 
SCG’s hours are 8 am-6 pm Eastern, Monday thru Friday. This role is expected to be available 
during standard business hours. As a full-time, salaried W2 employee, SCG expects at least 40 
hours per week with a minimum of 70% billable to clients. This position reports to the Managing 
Director. 

Qualifications / Skills 
● Incredible attention to detail 
● Strong sense of urgency and proactive mindset 
● Confidentiality, tact, and discretion 
● Empathy and patience with clients and team members 
● Thoroughness and responsiveness 
● Flexibility and excellent time management 
● Self-directed and self-motivated 
● Solutions- and service-oriented 

 



 

● Clear, concise written and verbal communication 
● Assertive communicator — comfortable holding clients and team members accountable 

Education, Experience, and Other Requirements 
● High school diploma or equivalent required; Bachelor's degree preferred 
● At least 5 years of project management experience in a services or software 

environment 
● Experience with Teamwork or similar project management tools required 
● Experience with Google Suite and Slack 
● Software development experience is a plus; FileMaker knowledge is a bonus but not 

required 
● Must pass a background check 

Compensation / Benefits 
● Salary Range $75-110K 
● Paid company holidays (equivalent of all federal holidays) 
● 3 weeks PTO 
● IRA with 3% company match with a minimum 3% contribution 
● Aflac Services (Company paid $25K Life Insurance Policy, plus additional independent 

options) 
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