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Our innovative and growing company is looking for a contract. Please review the
list of responsibilities and qualifications. While this is our ideal list, we will consider
candidates that do not necessarily have all of the qualifications, but have sufficient
experience and talent.

Responsibilities for contract

e Copy edit and proofread existing content

e Work closely with Senior Writer and Associate Creative Director/Art Director
to ensure maximum effectiveness of various concepts

e Develop business plans and strategies in order to develop the business and
to meet customer needs and aspirations as set out in the contract

e Ensure that processes and plans are developed and implemented to ensure
that all service agreements with the client and key performance indicators are
fully achieved

» Monitor, plan and control all financial expenditure such that financial targets
for profit and margin are fully met

e Ensure that sufficient resources are secured to meet the needs of the
contract to the deliver business effectively

e Have strong negotiation skills and experience of managing key suppliers

e Have the ability to work via own initiative and be able to schedule workload
to meet priorities

e Have significant previous contract management experience

e Develop, agree and maintain a clear business plan, ensuring company and
performance objectives are met

Qualifications for contract

¢ Maintenance of the integrity of incremental data



The position requires a B.S
MBA or MS degree with 2+ years’ experience is acceptable

Professional certification (CPM or CPSM) through the Institute for Supply
Management is desirable

Effective skills in time management, communication, and interpersonal
relationship building are necessary to be successful in this position



