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POSITION:                  Project Manager  

STATUS:                     Full-time, Contract 

ENVIRONMENT:         Virtual and Remote 

REPORTS TO:            CEO 

 

The Dementia Society of Ottawa and Renfrew County (DSORC) is a not-for-profit 

charitable organization that was founded in 1980.  DSORC provides information, 

education, a wide range of programming and activities, and support system navigation 

related to dementia to more than 10,000 people each year within the geographic area of 

the City of Ottawa and Renfrew County.  

To contribute to the implementation of Canada’s first national dementia strategy: A 

Dementia Strategy for Canada - Together We Aspire, the Dementia Strategic Fund 

supports projects to raise awareness among Canadians on the following priorities:  

 prevent dementia  

 reduce dementia-related stigma 

 encourage and support communities to become more dementia-inclusive 
 

The Stronger Together: Making Ottawa and Renfrew County Dementia-Inclusive project 
is a Dementia Strategic Fund recipient with a core mandate to enhance, extend and 
evaluate dementia friendliness in the region.  While DSORC is the lead agency, the 
project includes significant contributions from a variety of collaborative partner agencies. 

About the Role 

Reporting to the CEO, the Project Manager (PM) will lead the initiating, planning, 
executing, monitoring and closing of the Stronger Together: Making Ottawa and 
Renfrew County Dementia-Inclusive project. 

This position will involve collaboration with the project team members, DSORC senior 

leadership team, and a variety of inter-agency collaborative partners. This person 

thrives in a fast-paced and changing environment, loves organizing, paying attention to 

the details, and will ultimately contribute to making Ottawa and Renfrew County more 

dementia inclusive. 

 

 

 



 

2 
 

 

Key Responsibilities 

 Lead status meetings with project team members, department heads and key 
stakeholders to validate project scope, budget and schedule 

 Monitor project status against goals, prepare timely updates and report to 
relevant stakeholders, committees and/or working groups including schedule, 
budget and impending actions; identify and resolve issues 

 Plan, schedule and track project timelines and milestones using appropriate tools 
and in conjunction with agreed-upon deliverables 

 Proactively manage project scope, identify scope changes and potential impact 
on budget, schedule assessing options and making recommendations to CEO for 
decision making 

 Produce key project management deliverables: comprehensive project plan, risk 
management plan, stakeholder communication plan, change management 
procedures and executive summaries 

 Work collaboratively with cross functional teams to coordinate deliverables; 
ensure teams are on task and project deadlines are met 

 Proactively review project costs. Successfully manage scope creep and resolve 
variances with predetermined budgets by recommending and executing action 
and risk mitigation plans 

 Prepare project documentation (e.g. Work Breakdown Structure, Work Plan, 
Team Register etc) reports and ensure that all required project artefacts are 
developed and maintained in the appropriate project documentation repository  

 Liaise with project stakeholders on an ongoing basis and ensure adequate 
participation in all phases of the project to ensure project success 

 Set and continually manage project expectations with team members and other 
stakeholders 

 Work as a subject matter expert to support all phases of project life cycle. 
Deliver and/or participate in workshops, training sessions, presentations and 
meetings 

 Conduct project post mortem and create Lessons Learned/Project Close report 
to identify project practice successes and areas for improvement 

 

 



 

3 
 

 

 

Qualifications and Skills: 

 6 years + experience as a project manager in non-profit health care, community 
support services, or related projects 

 Project Management Professional designation or equivalent 

 Strong knowledge of project management best practices and a proven track record of 
successful project delivery 

 Effective leadership and organizational skills with the ability to effectively influence 
others and successfully resolve a variety of project issues 

 Compelling and clear communication skills, both written and oral 

 Strategic thinker, innovative, results-driven 

 An ability to ‘roll up the sleeves’ and get things done 

 Personable and approachable with good relationship building skills 

 Collaborative team player with strong problem solving and negotiation skills 

 Bilingualism in both official languages is an asset  
 

 
 


