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100 Majestic Way, Bangor, PA 18013 

 

Job Description 
Job Title: 

 Project Coordinator  
Job Summary: 

 

The primary role of the Project Coordinator is to ensure that BioSpectra projects are coordinated and 

completed on time, within scope, and within budget. This will be accomplished in the most quality 

system compliant, safe and efficient manner possible on a daily basis in accordance with all Company 

requirements and operating standards. 

 

Essential Duties and Responsibilities: 

 

✓ Ensures projects are delivered on-time, within scope and within budget. 

✓ Assist in the definition of project scope and objectives, involving all relevant stakeholders and 

ensuring technical feasibility. 

✓ Plan and schedule resource availability and allocations. 

✓ Assist in the development of the Project Management Plan. 

✓ Assists in managing changes to the project scope, project schedule and project costs using appropriate 

planning and communication. 

✓ Maintain project traceability and assign pertinent projects to appropriate business units. 

✓ Measure project performance using appropriate tools and techniques 

✓ Reports and escalates to the Project Manager issues and concerns in a timely manner. 

✓ Establish and maintain relationships with internal/external clients. 

✓ Maintain comprehensive project documentation within the project file system. 

✓ Delegate project tasks based on department needs and relative resources. 

✓ Track project performance, specifically to analyze the successful completion of short and long-term 

goals. 

✓ Attend conferences and training as required to maintain proficiency 

✓ Other duties may be assigned as deemed appropriate by management. 

 

Qualifications: 

 

To perform this job successfully, an individual must be able to perform each essential duty 

satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability 

required. Reasonable accommodations may be made to enable individuals with disabilities to perform 

the essential functions. 

✓ Project management work experience a plus. 

✓ Experience working with technology based systems. 

✓ Bachelor's Degree in Business Administration or equivalent work experience. 

✓ Ability to work independently with minimal managerial supervision. 

✓ Ability to use Microsoft Office at a professional level. 

✓ Exceptional attention to detail with strong organizational and communication skills. 

✓ Ability to take detailed notes and transcribe to project files. 

✓ Ability to read, understand, analyze and interpret the BioSpectra quality system and related 

documents. 

✓ Ability to provide appropriate support and responses to the Project Manager, stakeholders, and 

outside contacts as necessary. 
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✓ Ability to gather all pertinent data and information to make competent, timely, informed 

decisions with regard to problem solving and changing priorities.  

✓ Ability to manage multiple tasks and use logical thinking to meet company objectives.  

✓ Able to read, write, speak, and understand English 

Work Hours: 

 

The Project Coordinator is expected to work at least 40 hours per week and is a salaried position.  

Extenuating circumstances may require additional time for certain periods, and job authority may allow 

for reduced hours at other times.  It is widely assumed that displacement of hours and/or days will occur 

on recurring and on-patterned basis.  This job function may include travel.   

All BioSpectra job functions require the ability and willingness to work at the Stroudsburg, PA, Bangor, 

PA, or Wind Gap, PA facilities. 
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