
   
 
 

 
 

Associate Project Manager 
 
The Associate Project Manager serves as a member of project management teams.  The position 
works closely with project management, sales, operations and clients to manage, plan and coordinate 
activities of projects to ensure that goals or objectives of projects are accomplished within prescribed 
time frame and funding parameters. 
 
Duties:  
 Serve as project manager on smaller, less complex projects 
 Create and plan project tasks; work in conjunction with project manager on more complex projects 
 Coordinate and implement project activities for assigned team 
 Develop and maintain a detailed project schedule for activities required for each project. 
 Participate in and contribute to project and staff meetings. 
 Interface with clients on projects; serve as primary contact for tasks and deliverables with the client. 
 Ensure project deadlines and budgets are adhered to. 
 Respond to client questions and requests for information in a timely manner. 
 Conduct research and draft program summaries and final reports. 
 Create reports, spreadsheets and correspondence for funding sources, team, management, clients, 

and other stakeholders. 
 Analyze and create budgets and financial scenarios to improve project tracking and performance. 
 Utilize applicable software applications to perform project management and scheduling tasks, and 

research issues with team members to resolve problems. 
 Coordinate contracts and scopes of work for subcontractors and other external contacts. 
 Serve in place of project manager when requested and lead meetings as needed. 
 Continuously search and strive for process improvement strategies. 
 Serve on Project Management Team 
 Assist with training employees on project management tools and processes. 
 
Qualifications:  
 Bachelor’s degree in Business Management or similar degree; relevant work experience may be 

considered in lieu of degree 
 A minimum of one year in a project coordination or management role; 2-3 years preferred 
 Ability to become PMP certified if requested 
 Dedication to learning PMBOK framework if required 
 Budgeting and financial management skills are required.  
 Intermediate level proficiency in MS Office products required. 
 Experience using project management software applications is preferred. 
 Individual must have excellent written and verbal communication skills, as well as a commitment to 

providing exceptional customer service, both internally and externally. 
 Research, analytical, and writing experience preferred 
 Time management and multi-tasking ability is essential. 
 
 



   
 
 

 
 
 
 Individual must have excellent organizational skills, be very detailed oriented, take the initiative on 

responsibilities, and be able to work independently with very little direction.  
 Must have a positive attitude, be able to multi-task and prioritize many activities, and have 

sensitivity in dealing with confidential information 
 Knowledge of relevant industries a plus: power utility programs including residential, commercial 

and industrial, electric transportation 
 Knowledge of energy efficiency or renewable energy preferred 
 Experience with event planning preferred 
 
Physical Demands/Work Conditions 
 
 Normal office environment. 
 Physically able to participate in training sessions, presentations and meetings. 
 Involves approximately 15% travel on average. Some positions or projects could require more and 

occasionally for periods up to a week. Travel may be in state where overnight stays are not 
required. 

 Must have a valid driver’s license.  
 
Location: Raleigh, NC  
Employment Type: Full-time 
 
Advanced Energy is an Equal Opportunity/Affirmative Action Employer.  
 
Recruitment provided by Capital Associated Industries. To apply: 
https://capital.iapplicants.com/application.php?job_id=772261&app_id=5129 

 


