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Digital Project Manager

Objectives:

· Managing custom digital media production’s initiatives including defining resources (internal and external), scheduling, and program implementation

· Using functional specs, work with creative, media and account service teams to oversee the production of digital media projects

Primary Responsibilities:

· Manage complex digital projects and campaigns from design and development to production

· Define resources and schedule for program implementation

· Secure and compile specs and determine best plan of action to complete projects which may include managing outside vendors as needed

· Notify team members and stakeholders of schedule changes that will affect delivery dates

· Identify and resolve conflict areas in priorities with management

· Identify and solve project issues and provide insight on potential project risks

· Perform documentation updates as needed

· Review all creative and technical requirements and deliverables to ensure all work remains in scope

· Maintain and meet multiple, tight project deadlines

· Maintain all project timelines and milestones

· Other duties assigned as needed

Skills:

· Exceptional written and verbal communication

· Strong leadership and interpersonal skills  

· Excellent knowledge of techniques for planning, monitoring and controlling projects with a detailed understanding of strategy

· Strong problem analysis and resolution

· Proven experience in managing people and project risks

· Practical experience with requirements gathering and documentation

· Proven ability to manage multiple concurrent projects and people in a team based environment and to develop highly successful cross-functional working relationships

· Strong organizational and customer service skills

· Understanding of web technologies and online software development practices

Requirements & Qualifications:

· Bachelor’s degree

· 2-4 years demonstrated experience in the digital media environment and/or interactive project management

· Knowledge of the web development industry and current technologies

· Knowledge of digital media extensions, such as SEO, Social, a plus

· Strong understanding of the web design/development lifecycle


