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Role

1. General

This document describes the responsibilities and capability
requirements for the different roles identified within the Project
Management Methodology (PMM) concept (see Table 1).
The role of the Proposer is not covered since it is not an official
role within the ISO system.
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Committee C C R R R R R R
Manager
Project Leader/ C C C R C C C C C
Convenor; Chair
Committee C C C C C
and/or WG?

ISO TPM

The ISO Technical Programme Manager (TPM) provides support
and guidance at all stages and for each role and ensures
the ISO/IEC Directives are followed

Table 1 — Responsibilities matrix.

NOTE: Cooperation does not imply a secondary role nor passivity. For instance, the
Project Leader has a key role to play in drafting a project plan due to her/his availability
to deliver the draft. Responsible means triggering the activities, making sure the tasks
are performed, organizing the inputs of the different roles

a) depending on the development step and if the project is allocated to a WG or not.
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2. Roles, responsibilities
and capability requirements
within the ISO Project
Management Methodology

2.1. General

See Table 2 for the PMM roles described
in clause 2 and their allocation within the
ISO system.

Committee level

Committee Manager Chair (2.3)

2.2)

WG/Project level

WG-Secretary Convenor Project Leader
(optional role) (2.5) (2.6)

(2.4)

Table 2 : PMM roles within the 1SO system.
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The capability matrix in Table 3 shows the required fulfil-
ment level for the core capabilities for each role. Clauses
2.2 to 2.6 give a more detailed description of the capabil-
ity requirements to support the core capabilities shown

in Table 3.
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Table 3 — Core capability matrix.

Committee management

Standardization
competence?

Technical competence?

++

++

+++

Leadership competence

4
£

+++

+++

++

a) ability to apply standardization knowledge and skills to achieve intended

results

b) ability to apply knowledge and skills related the sector covered to achieve

intended results

) if not available, the Committee Manager shall insure these capabilities are

available at the WG or project level (cf. introductory part of 2.4).

capability increases

0] + ++ +++

0 no specific capability

+ basic capability

++ enhanced capability
+++ substantial capability
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2.2. Committee Manager
Responsibilities:

« manage the project portfolio of the committee

» monitor workload of the assigned committee, if needed in
cooperation with the Chair

« propose priorities for work items to the committee

« check content of NP form (clarity, comprehension,
completeness, etc.) and if needed, discuss with the Proposer
before launching the NP ballot

« draft the project plan (in cooperation with Proposer, Chair,
Project Leader/Convenor)

« create basic conditions and structures for effective work

> propose, in cooperation with the Chair, to assign work
items to the relevant Working Group (possibly to be
created)

» ensure effective decision-making (when possible, take
decisions by correspondence between meetings and ensure
timely distribution of documents before a committee
meeting — avoid delaying the project by waiting for
a meeting to take decisions)

« advise experts on application of ISO/IEC Directives and
official procedures

« proactively and frequently monitor, measure and control
project progress against the project plan (for whole
committee portfolio)

« take or propose preventive and corrective actions on portfolio
and on projects to meet the agreed target dates and ensure
efficient development of projects, in accordance with
the stakeholders’ needs

» prepare committee meetings and ensure timely
implementation of the meeting outcomes

« prepare and manage committee documents

« support the Chair (and as appropriate the Convenor
and/or the Project Leader)

4 | PMM — Roles, responsibilities and capability requirements

Capability requirements:

Project management competence:
« analytical competence

« communication skills

« problem-solving skills

« self-organization skills

« structured working method

» networked/systematic thinking

Committee management
competence:

» precise phrasing of discussions
and decisions

» technical literacy (ability to
follow, understand and learn
from technical discussions)

* be proactive

» open-mindedness

« ability to motivate others

Standardization competence:
« substantial knowledge of
ISO/IEC Directives and processes
o IT savvy (e. g. MS Office,
ISO IT-Tools)

Leadership competence:

 impartiality

o cultural intelligence (e.g.
knowing how to address experts
from different cultures)

PMM - Roles, responsibilities and capability requirements | 5




4 | PMM - Roles, responsibilities and capability requirements

22FBRIRTD—

1+

FE2ODTOP Y b R—bI+ VA EEET D

DEICHRLCEREGAL, EHSN-ZELOEBKERZF

BRI D

RERICEHFBEEBDOBEIERERET S

NPEXDODANE (Bfs, BRLHS. ERELRE) &

EL. BEIZHEUNPEEZHDIACIREELERT D

Jolzy MHEREZERT S (RESE. R, 7o

O h)—F— a2 E—F) EHALT)

BEWNEEBOL-OHOEBMLBEGERUVEBEEZERT S
BRLMBHA LEXEEZEET ST —F 255 IL—T
(BEICE>TIEFHERT D) ICBIYLTEREET S
AMLEREEHEEIZITS (AHELGIEES. KRBLEEOM
[CEEICLDIREZTL. RESRKBORIZZA LY —
BXELFZHEREIZITS - FERKNRETIDERHFLT
WT. 7RSIV BB EWNS T EEHREIT5)

ISO/IEC EMEHERAEH RV AXFHREOERICEALTT

FAN—FIZHIET S

oy MEtE (BRESFR— b7+ UFICELL) I

HLTTODzY FOETEERMICHEEICERL., 5

L. #lf#d 5

MEBERBO-_—XIZHL, EESIATVSBEEZEHAICE

700 FRARDODHEEEZHEICT H52HOR—bT+

ARV TAD Y FMZBEL TEFHBMRUZIEMIEE £

HRIFRET D

RERRETEBFEL. RSEOHBRZIA L) —ICHEEICE

195

RERXNEFHLEET D

2R (RU. #EH. aYE—FRUO/XFTACII Y

—5—) #XET DS

©ISO/JSA 2018

RENEH :
PASZE /0§57 13

ZASEEHEL

B LEE

)—&—y Ttk :

R AT B 75 1
OZa=47—T3VEED
FEIREAR IR AE

BoEesEn
BElLIhi=zFEFE

v b7 —0 1t RFERIBE X

ERRVRECHEHLEEMS
Ly

HEMMRE (EMNERICOL
TITE. BEL, E5EEN)
SR

MG &

fth & & EhHE AT 1+ S RE

ISO/IEC EMXBAIEHRUF
JEIZD W T DB R A AN
ITZDETWWSZE (. MS
74X, 1SOITY—)L)

REMNGZNI L
XALHIEAE S (fl. ¥RAcEXIE
MEDIFR/IN—rADIEAA
HM-oTULD)

|

PMM - Roles, responsibilities and capability requirements | 5



2.3. Chair
Responsibilities:

« identify priorities, market and stakeholders’ expectations
and assess the committee’s available resources for planning
coordination

« assess the potential risks related to a project, helping identify
potential obstacles to its development (consensus, market
divergences etc.)

« support the WG activities to reach consensus - e. g. the Chair
could join a WG meeting to recall objectives, vision, etc.
and help the WG to move forward

« assist with drafting the project plan in cooperation with
the Committee Manager

Capability requirements

Leadership competence:

feedback skills

« ability to motivate others

« ability to collaborate and negotiate

« adaptability

o impartiality

» communication skills

« cultural intelligence (e.g. knowing how to address experts
from different cultures)

Technical competence:
» know the subject, the sector and market needs

Project management competence:
« structured working method
» networked/systematic thinking

Standardization competence:
« basic knowledge of standardization processes and rules

Committee management competence:
o open-mindedness
« listening ability/ mediate between opinions

6 | PMM - Roles, responsibilities and capability requirements

2.4. WG Secretary (optional role)

The role of the WG Secretary is not mandatory and it is up to the
National Body confirming the Convenor to propose a WG Secretary
who would support the Convenor in the below activities. The WG
Secretary may be provided by another National Body.

A WG Secretary is recommended to support the Convenor/Project
Leader(s).

When there is no WG Secretary, the Committee Manager shall
ensure responsibilities are allocated to the Convenor and Project
Leaders.

In most of the situations where there is no WG Secretary, the Com-
mittee Manager will support and guide the Convenor and Project
Leaders on the ISO/IEC Directives and on project management.
In addition to the description in 2.5, the Convenor will take
responsibility for document management and meeting prepara-
tion, using ISO-IT applications.

PMM - Roles, responsibilities and capability requirements | 7



23BER

=
=

-

BEIBL. TIERUVANEEREOHFEZHEL. HEHA
BICFIATEZ5RERERZTET S

MR TRAIREMDOHIBEZTEHETAL, 72V b
e 3B8EMI RV AT S (VYR TiED
HER L)

ALY RIZENET HLIICWG EFHZXRIET S -
. BRAWG REBICHE L BHMCEEGL 28
. WG HRIET HD%E1T5S
FERVYRXTDYy—EHAL, DY FTEDREE
B3

RROEH

IJ f—

=y TiEt

T4— KRNy IEE

fthE ZEHEAT 1T S EED

HELR ST HEEN

B EEN

REMNGZEWNI &

dAZa=4—2 a3 Ee

XIEBIRITE (BRABEXXENSDIFXFAN—KZEDELS
[ZRIET HRENFH>TLND)

HFREE -

THE. BFRUTSED=—XZH>TWS

FOoozy FEEEE

BELSNEEHBFE
v b=/ RFEEE

BRELEE

BEILDTAER EIL—ILOEBEGE

ZASEEHEL

DAL &
BB H . EREDAE

6 | PMM — Roles, responsibilities and capability requirements

©ISO/JSA 2018

2.4WG BHR GERMZED

WG EHEBOEENLEFTIELE . UTOFEICSEVNTIY
E—FT#XETIOIWCEBRRETRETHILIE. avE—F
RO L. BRFREBICESATHNS, WCEERBIE. 7
DERERMBICL>TRESINE LI TED,

WG EHRBIE., avE—F7Ooozy M) —5—%XIET
Bl ENHERIATINS,

WG EHFRNPVVEMEE, EERYRDvy—Ik, EEZaY
E—7FRUO7O Y b —F—IZHEEICEIYH TS,

WG BEHEBRNAVEZVXRZHOKRTIE. FEEEIARDYy—IE
ISO/IEC EMEHKAEH RV IO Y FEEICEAL T, O
VE—FRUTADIY M) —HF—EXELIEET S,
25DERICHZ T, AVE—FIE, 1ISOIT7TUH—T 3
VEFEALT. XETERUSEBEOEREELT S,

PMM - Roles, responsibilities and capability requirements | 7



2.4. WG Secretary (optional role) 2.5. Convenor

Responsibilities Capability requirements When there is no WG Secretary (see  * ensures the projects developed

under his/her WG are meeting the

« ensure that the draft respects ~ Project management 2.4), the Convenor undertakes the

the ISO/IEC drafting rules
create the basic conditions
for effective work (support
to Convenor and experts,
proactivity and timeliness of
actions, with well-prepared
WG meetings, i.e. sorting
comments to make sure

the most critical will be
addressed first, etc.)

advise experts on application
of ISO/IEC Directives and
official procedures

prepare WG meetings and
their timely follow-up
prepare documents and
manage their distribution to
the WG members

keep track of the project
plan: proactively and
frequently monitor, measure
and control project progress
against the project plan to
ensure project development
within the agreed time frame
frequent communication
with Committee Manager
assist the Committee
Manager in drafting the
project plan

» support the Convenor

competence:

« analytical competence

» communication skills

 problem-solving skills

« self-organization skills

« structured working method

» networked/systematic
thinking

WG management competence:

« precise phrasing of
discussions and decisions

« be proactive

« open-mindedness

ability to motivate others

impartiality

Standardization competence:

« enhanced knowledge of
ISO/IEC Directives and
processes

« IT savvy (e. g. MS Office,
ISO IT Tools)

8 | PMM — Roles, responsibilities and capability requirements

responsibilities of the WG Secretary,
or ensures that they are allocated to
the Project Leader and the Committee
Manager, and that those people have
the required capabilities.

Responsibilities

« accountable for the development
of the projects

« leads meetings effectively with
aview to reaching consensus on
the document within the WG

agreed plan

proactively propose solutions
and actions to the PL and WG,
including WG meetings (physical
or WebEXx) or consultation by
correspondence to progress
efficiently on the drafts

update the Committee Manager
on the status of projects

report to Committee Manager
during committee meetings

draft the project plan in cooperation

with the Committee Manager

PMM - R!, responsibilities and capability requirements | 9
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2.5. Convenor

Capability requirements

Project management competence:
o structured working method

Technical competence:
 knowledge of technical background

Leadership competence:

« ability to motivate experts to successfully complete
the project according to the planned timeframe

 impartiality

« ability to collaborate and negotiate

« adaptability

WG management competence:

» open-mindedness

« communication including listening abilities
« ability to mediate between different opinions

10 | PMM — Roles, responsibilities and capability requirements

2.6. Project Leader

(could be the same person as the Convenor)

When there is no WG-Secretary (see 2.4), the Project Leader

undertakes the responsibilities of the WG Secretary, or ensures

that they are allocated to the Convenor and the Committee

Manager, and that those people have the required capabilities.

Responsibilities

Capability requirements

Project management competence:

Technical competence:

Leadership competence:

leadership of the project team
lead and drive project work
ensure that the draft respects the ISO/IEC drafting rules
draft the project plan in cooperation with the Committee
Manager

keep track of the project plan: proactively and frequently
monitor, measure and control project progress against
the project plan to ensure project development within
the agreed time frame

support the Convenor

update WG Convenor on project status
report to WG meetings

structured working method
ideally have experience in project work

profound knowledge of technical background
phrasing of technical documents

ideally have experience in leading a project team
ability to collaborate and negotiate

adaptability

open-mindedness

communication skills

problem-solving skills

PMM - Roles, responsibilities and capability requirements | 11
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2.7.1S0 Technical Programme Manager (ISO TPM)

The TPM is not part of the competence matrix since he/she is not
appointed by the members but by ISO/CS. Nevertheless, since
the TPM plays an important role in project management, his/her
responsibilities are part of this document.

Responsibilities

« assist and advise the Committee Manager, Chair, Convenor
and Project Leader(s) (e. g. understanding and applying the
ISO/IEC Directives and official procedures)

« track project portfolios of several committees/subject areas

o remind the Committee Manager of deadlines and milestones

« inform the Committee Manager, Chair, Convenor and Project
Leader(s) of changes to processes and to the ISO/IEC Directives

« facilitate communication between the committee and ISO/CS

12 | PMM — Roles, responsibilities and capability requirements
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