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Job description: Senior Project Manager & Facilitator
Part-Time (24 Hours/Week) | Westminster, Colorado

You've spent years building experience, leading teams, solving problems, and delivering projects. You enjoy
working with people, bringing order to complexity, and helping teams succeed. But maybe you're no longer
looking for 50-hour weeks, late-night deadlines, production work, or a role that follows you home every
evening.

At SWAP Integration, we believe experienced professionals shouldn't have to choose between meaningful work
and a fulfilling personal life.

We're looking for a seasoned project management professional who wants to remain actively engaged in the
Architecture, Engineering, and Construction industry while enjoying greater flexibility, predictable hours, and
the opportunity to make a meaningful impact on projects across the country.

This is not a production role. You won't spend your days drafting, chasing submittals, responding to RFIs, or
working weekends to hit a deadline. Instead, you'll help project teams align around priorities, manage
commitments, facilitate conversations, identify risks, and keep projects moving forward.

This is not an entry-level project management position. We are seeking an industry veteran who can
confidently facilitate meetings, engage diverse personalities, earn trust quickly, and eventually represent SWAP
independently with clients.

Whether you're a parent seeking more balance, a professional looking for a different challenge, or someone
who wants to remain engaged in the industry without immediately jumping back into a traditional full-time
role, this position offers meaningful work today with the potential for expanded responsibility and full-time
growth in the future.

If you're looking for meaningful work, a flexible schedule, and a chance to help shape how project teams
collaborate, we'd love to meet you.

SWAP Integration is a nationally recognized woman-owned consulting firm specializing in design-phase
planning, facilitation, scheduling, and project management. We serve as a neutral third-party project
advocate, helping owners, architects, engineers, consultants, and contractors align expectations, identify risks,
and execute projects more effectively.

Through our structured planning and weekly management process, we help teams communicate better,
make decisions faster, and deliver projects with greater confidence.

Unlike traditional project management roles, SWAP focuses on the people side of project delivery - bringing
teams together, facilitating difficult conversations, identifying gaps before they become problems, and helping
project teams keep their commitments.
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Facilitate Weekly Project Management Meetings
e Lead weekly coordination and accountability meetings
e Drive discussion around priorities, risks, decisions, and commitments
e Engage project team members and encourage participation
e Hold teams accountable while maintaining positive relationships
e |dentify schedule impacts, bottlenecks, and project risks
e Track decisions, commmitments, and follow-up actions

Support SWAP Planning Sessions
e Prepare for and facilitate SWAP MEET® planning sessions
e Support visioning, milestone planning, and follow-up activities
e Document commitments, action items, dependencies, and risks
e Help maintain project momentum between planning sessions
e Support both virtual and in-person facilitation efforts

Client & Team Coordination
« Build relationships with owners, architects, engineers, consultants, and contractors
» Coordinate project communications and follow-up actions
e Serve as a trusted resource to project teams
e Foster alignment across diverse stakeholder groups
e Support clients throughout the project lifecycle

Workflow & Schedule Management
e Maintain project information within SWAP PM
e Monitor critical path activities and project commitments
e Track project health, risks, and outstanding decisions
e Support implementation of planning best practices
e Help teams stay focused on what matters most

Business Development & Relationship Building
« |dentify opportunities to strengthen and expand client relationships
Make introductions and leverage professional networks where appropriate
e Support proposal efforts and pursuit strategy
e Participate in industry events and relationship-building activities
+ Help identify opportunities for SWAP to provide additional value

This role is equal parts facilitator, project manager, relationship builder, and trusted advisor.

Within the first 90 days, you will:
e Learn and apply the SWAP planning and facilitation methodology
e Build strong relationships with project teams and clients
e Successfully lead weekly management meetings with increasing independence
 Demonstrate confidence facilitating discussions among diverse stakeholders
* Manage project workflows and accountability tracking with minimal oversight
¢ Represent SWAP professionally and confidently with clients
+ Create additional capacity for leadership to focus on company growth and strategic initiatives
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Required Qualifications:
« 8-10+ years of professional experience in architecture, engineering, construction, owner’s representative
services, project management, consulting, design management, or related professional services
¢ Proven experience leading meetings and coordinating multidisciplinary teams
e Exceptional commmunication and facilitation skills
e Strong professional presence and confidence working with senior-level stakeholders
« Ability to build rapport with a wide variety of personalities and stakeholders
* Experience managing complex projects, priorities, and competing demands
* Excellent organizational skills and attention to detail
e Strong critical thinking and problem-solving abilities
e Ability to work independently with minimal supervision
e Legally authorized to work in the United States
e Currently located in Colorado or willing to relocate to Colorado

Preferred Qualifications:

e Architecture, Engineering, Construction (AEC), Owner's Representative, or Design Management
experience

* Experience developing and managing project schedules

e Familiarity with Lean planning, pull planning, milestone planning, or collaborative planning
methodologies

e Experience facilitating workshops, planning sessions, or stakeholder meetings

* Experience with project management software platforms

e Existing industry relationships within Colorado or national AEC markets

* Business development, client development, or seller-doer experience

e Professional licensure or certifications are a plus but not required

We are looking for someone who:
e Can confidently walk into a room and lead a meeting
*« Knows how to engage the person who hasn't spoken yet
» |Is comfortable challenging assumptions respectfully
e Builds trust quickly with clients and project teams
¢ Loves bringing structure to chaos
* Notices risks before they become problems
* Enjoys helping people succeed
¢ Thinks like an owner
¢ Understands that relationships drive business
¢ Has an entrepreneurial mindset
* Wants to contribute to the growth of a small but rapidly expanding company
« Can facilitate productive conversations without needing positional authority
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e Part-time (24 hours per week)

o Typical schedule: Tuesday, Wednesday, Thursday

* Based out of SWAP Integration’s Westminster, Colorado office
e Periodic travel for client meetings and planning sessions

¢ Minimal overtime expected

¢ Predictable schedule focused on work-life balance

The first 90 days will be primarily in-office.

During this period, you'll work closely with the Founder & CEO to learn the SWAP methodology, participate in
client meetings, develop facilitation skills, and gain familiarity with SWAP PM and internal workflows.

Following the onboarding period, a hybrid work arrangement may be considered based on performance, role
responsibilities, and team needs.

Compensation: $48-$72 per hour, depending on qualifications, experience, and demonstrated fit for the role.
Additional compensation opportunities may be available through business development contributions and
other contributions that support company growth.

While this position is initially structured as a 24-hour-per-week role, SWAP Integration is a growing company
with increasing demand for our services. For the right candidate, there is a clear opportunity to expand
responsibilities and transition into a full-time position following the initial onboarding period, typically after
the first 90 days. Any transition to full-time employment would be based on mutual interest, company needs,
and demonstrated success in the role.

As SWAP continues to expand, additional leadership, project management, client development, and business
growth opportunities may become available for the right candidate.

Because meaningful work shouldn’t require sacrificing the rest of your life.

At SWAP, you'll stay connected to exciting projects, work alongside talented teams, help shape the future of
project delivery, and still have time for the things that matter most outside of work.

You'll be valued for your experience, trusted with responsibility, empowered to make an impact from day one,
and given the flexibility to build a career that works for your life - not the other way around.
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If you are interested in this exciting role, please send your resume package to hbemis@swapintegration.com.
Include the following with your submission:

e Professional Resume
o References
o Written Testimonial and/or

o Contact Information

e Top 5 Clifton Strengths (if available)

Learn more about the next era of pull planning at YOUR DESIGN PHASE HEROES

WWW.Swapinteg ration.com Physically in Colorado - Virtually Everywhere




	Create Clarity. Build Accountability. Reduce Rework.
	Workflow & Schedule Management
	Qualifications.
	Required Qualifications:
	8–10+ years of professional experience in architecture, engineering, construction, owner’s representative services, project management, consulting, design management, or related professional services
	Proven experience leading meetings and coordinating multidisciplinary teams
	Exceptional communication and facilitation skills
	Strong professional presence and confidence working with senior-level stakeholders
	Ability to build rapport with a wide variety of personalities and stakeholders
	Experience managing complex projects, priorities, and competing demands
	Excellent organizational skills and attention to detail
	Strong critical thinking and problem-solving abilities
	Ability to work independently with minimal supervision
	Legally authorized to work in the United States
	Currently located in Colorado or willing to relocate to Colorado

	Preferred Qualifications:
	Architecture, Engineering, Construction (AEC), Owner’s Representative, or Design Management experience
	Experience developing and managing project schedules
	Familiarity with Lean planning, pull planning, milestone planning, or collaborative planning methodologies
	Experience facilitating workshops, planning sessions, or stakeholder meetings
	Experience with project management software platforms
	Existing industry relationships within Colorado or national AEC markets
	Business development, client development, or seller-doer experience
	Professional licensure or certifications are a plus but not required


	The Ideal Candidate.
	We are looking for someone who:
	Can confidently walk into a room and lead a meeting
	Knows how to engage the person who hasn’t spoken yet
	Is comfortable challenging assumptions respectfully
	Builds trust quickly with clients and project teams
	Loves bringing structure to chaos
	Notices risks before they become problems
	Enjoys helping people succeed
	Thinks like an owner
	Understands that relationships drive business
	Has an entrepreneurial mindset
	Wants to contribute to the growth of a small but rapidly expanding company
	Can facilitate productive conversations without needing positional authority
	Learn more about the next era of pull planning at

	YOUR DESIGN PHASE HEROES
	www.swapintegration.com


	Schedule & Work Environment.
	Part-time (24 hours per week)
	Typical schedule: Tuesday, Wednesday, Thursday
	Based out of SWAP Integration’s Westminster, Colorado office
	Periodic travel for client meetings and planning sessions
	Minimal overtime expected
	Predictable schedule focused on work-life balance

	Onboarding & Training
	The first 90 days will be primarily in-office.
	During this period, you’ll work closely with the Founder & CEO to learn the SWAP methodology, participate in client meetings, develop facilitation skills, and gain familiarity with SWAP PM and internal workflows.
	Following the onboarding period, a hybrid work arrangement may be considered based on performance, role responsibilities, and team needs.

	Compensation & Growth Opportunity
	Compensation: $48–$72 per hour, depending on qualifications, experience, and demonstrated fit for the role. Additional compensation opportunities may be available through business development contributions and other contributions that support company growth.
	While this position is initially structured as a 24-hour-per-week role, SWAP Integration is a growing company with increasing demand for our services.  For the right candidate, there is a clear opportunity to expand responsibilities and transition into a full-time position following the initial onboarding period, typically after the first 90 days. Any transition to full-time employment would be based on mutual interest, company needs, and demonstrated success in the role.
	As SWAP continues to expand, additional leadership, project management, client development, and business growth opportunities may become available for the right candidate.

	Why SWAP?
	Because meaningful work shouldn’t require sacrificing the rest of your life.
	At SWAP, you’ll stay connected to exciting projects, work alongside talented teams, help shape the future of project delivery, and still have time for the things that matter most outside of work.
	You’ll be valued for your experience, trusted with responsibility, empowered to make an impact from day one, and given the flexibility to build a career that works for your life - not the other way around.
	Help projects succeed.  Leave the fire drills behind.
	Learn more about the next era of pull planning at
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	Submission Requirements.
	If you are interested in this exciting role, please send your resume package to hbemis@swapintegration.com.  Include the following with your submission:
	Professional Resume
	References
	Written Testimonial and/or
	Contact Information
	Top 5 Clifton Strengths (if available)
	We look forward to hearing from you!!
	Learn more about the next era of pull planning at
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