Role of an Assistant Project Manager

Role of an Assistant Project Manager (APM)

Quick reference guide for students, new hires, or anyone looking to understand the position.

1. Core Purpose

e Support the Project Manager (PM) in delivering projects on time, within budget, and to

quality standards.

e Bridge communication among stakeholders, team members, and external partners.

e Help maintain project health by tracking progress, risks, and resources.

2. Key Responsibilities

Area

Planning &
Scheduling

Documentation

Resource
Management

Risk & Issue
Management

Budget & Cost
Control

Typical Tasks

* Assist in creating work breakdown
structures (WBS)

» Update Gantt charts and task lists

* Verify dependencies and milestones

* Draft meeting minutes, status reports, and
change logs

* Maintain a central repository for contracts,
specifications, and drawings

 Track team allocations, equipment, and
material usage

 Alert PM when capacity is over? or under?
utilized

* Log new risks/issues, assign owners, and
monitor mitigation actions
* Prepare risk registers and heat maps

* Collect actual spend data from
finance/procurement
» Compare against baseline and flag

variances

Tools & Techniques

MS Project, Primavera,
Smartsheet, Excel

SharePoint, Confluence,
Google Drive

Resource histograms, ERP
modules

Risk registers, RAID logs,
risk matrix

Cost control sheets, SAP,
Oracle, QuickBooks



Role of an Assistant Project Manager

Area Typical Tasks Tools & Techniques

« Verify deliverables meet specifications )
Checklists, QA/QC plans,

Quality Assurance e« Coordinate inspections, test reports, and i
ISO checklists

corrective actions

* Prepare agenda and presentations for ) )
_ . PowerPoint, email
Stakeholder steering committees
o o newsletters, stakeholder
Communication » Distribute regular updates to sponsors, i
matrix
clients, and vendors

» Track purchase orders, delivery dates, and Procurement software,
Procurement & o

contract expirations contract management
Contracts . )

» Support vendor evaluation and onboarding systems

» Onboard new team members, distribute

project tools, and answer day?to?day queries Onboarding checklists,
Team Support . _ .

* Facilitate collaboration platforms (Slack, collaboration tools

Teams)

3. Typical Daily / Weekly Rhythm

Frequency Activity Outcome

* Review task board (e.g., Kanban)
for overdue items
Daily » Update project dashboard with Real?time visibility of project health
latest metrics
* Respond to stakeholder emails

» Compile status report (progress,

risks, budget) ) o
Consistent communication and early
Weekly » Conduct team stand?up or .
o _ detection of problems
coordination meeting

» Update risk/issue registers

» Assist in schedule re?baseline if

needed

Bi?weekly / _ _ Formal reporting and decision?making
* Prepare presentation for steering

Monthly . support
committee

* Reconcile cost data with finance
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Frequency Activity Outcome

» Organize workshops, site visits, or
Ad?hoc client demos Flexibility to address emerging needs
* Resolve urgent resource conflicts

4. Required Skills & Competencies

Category Specific Skills How to Demonstrate

* Project scheduling (MS Project,

Technical Primavera) Certifications (PMP, PRINCEZ2), portfolio of
« Cost tracking & budgeting project artifacts
* Risk analysis

Analytical « Data interpretation (variance

analysis) <br

Page 3 | Back to Ynet StudyHub


https://ynetstudyhub.com
https://ynetstudyhub.com

