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Our innovative and growing company is hiring for a moves manager. Thank you in
advance for taking a look at the list of responsibilities and qualifications. We look

forward to reviewing your resume.

Responsibilities for moves manager

e Initiate/attend meetings as required to review schedules and move
management tasks with related vendors

e Demonstrate proficiency in the use of all related technology systems, as
required for assigned projects

» Deliver activity reporting to the client as required, such as progress and
status reports and supplier contracts and invoices (as necessary)

e Manage invoice processing and tracking from PO creation and submission to
vendor payment

e Educate occupants on, and enforce application of, Global Real Estate
policies/standards, and procedures

e Issue formal requests for facility/furniture modifications, using work order
system and/or IWMS

e Possess an understanding of general safety and EH&S required protocols,
involving cleaning and moving requirements

e Translate and document transition requirements into transition plan

e A team member of the Corporate Solutions Transition, does not limit
knowledge to MAC product

e Cross-pollinates MAC product across all business lines, horizontal and vertical

Qualifications for moves manager

e Bachelor degree or equivalent training and experience
e 10 years' experience in BAU Moves and Changes and large move relocation



Experience in cabling management, move management and a understanding
of IT desktop equipment

Possess the ability to foster customer and vendor relationships

Ability to work weekends and out of hours when required (UK and overseas
travel may be required from time to time)

Able to work well in a dynamic working environment, under pressure



