
Our innovative and growing company is looking for a project management. We
appreciate you taking the time to review the list of qualifications and to apply for
the position. If you don’t fill all of the qualifications, you may still be considered
depending on your level of experience.

Responsibilities for project management

Review deliverables and sub-plans within the groups, including technical
milestones, compliance strategy and billable scopes of work vs
Work as a customer advocate, keeping projects focused on meeting the
needs of the customer, ensuring regular and open communications with the
customer
Manage a team of 3-4 PMs
Coach and mentor the PM Team, manage their individual career path
development, including performance evaluations and supporting them in
meeting performance goals
Serve capably and good-naturedly as a problem solver, mentor, and
cheerleader for the PM team
Meet regularly one-on-one with PMs to monitor the progress of projects,
address issues, celebrate successes, and support career development
Assign projects to members of the PM Team on a timely basis so projects are
supported and executed on deadline, and PMs have manageable workloads
Build PM department credibility, establish rapport, and maintain
communication with Creative and Production teams, business partners,
external vendors, and freelancers
In addition to managing the PM team, effectively manage projects directly,
including scheduling and running kick-offs, conducting internal reviews,
making presentations, and monitoring team progress and morale
Lead project implementations from creation to completion
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Bachelor's degree or in pursuit thereof
Excellent attention to detail, quality, process, and organization
Must be able to meet tight deadlines and flexibly prioritize projects on a daily
or weekly basis as needed
Plans expenditures, collects financial information and reports, and validates
time/expenses in order to stay within budget and accurately track the work
that has been performed
Provides a mechanism for managing project change requests in order to meet
client needs and reports change orders to governance committees for
approval
College degree, 2 years work experience in a corporate environment


