
Position: ProjectManager
Location: NewYork,NY
Reports To: TheNYManagingDirector
FLSA: Exempt

AnOverviewofWhat YouDo:
TheProjectManager is responsible formanagingmultiple complexprojects fromkick-o�
tocompletionwhile ensuringclient satisfaction,meetingall schedulemilestones, and
deliveringwithin theapprovedbudgets. TheProjectManagerwill guide theproductionof
theagency’s creative servicesbyensuringacontinuousflowof informationbetween
internal andexternal teams.

Your PrimaryResponsibilities*
● Act as themainpoint of contact for clients; clarifying strategic requirements,

explainingcomplex ideasclearly, andmanagingexpectations
● Set expectations internallywith TeamLeadsbasedonclient goals and

collaboratively setmilestones and timelines thatwork for all production teams
involved

● Proactively ensureexecutionofdeliverablesbetweenall project teammembers,
continuously followingupwith teammembers as necessary

● Participate inweeklymeetingswithproduction leads andprojectmanagers to set
weeklygoals, facilitate note-taking, andprioritizeproduction scheduleswhile
proactively following-uponaction items toensure all itemsarebeingaddressed

● Closelymonitor budgets throughout theproject, includingdirect costs
● Manageadditional scope intakeandexecution, aswell as identifyingother scope

itemsoropportunitieswith theSales Team

TheSkills andExperienceYouBring:
● Bachelor’s degree inBusinessAdministration, FineArts, StudioArt, Architectureor

another relatedfield
● 3-5yearsofprojectmanagement experience, preferably in a creative agency

setting
● Provenability tocommunicatee�ectively andcreate successful client partnerships
● Provencapability tooverseemulti-personcross-functional teamscomprisedof

internal andexternal resources
● Understandingand/or experience in 3Dvisualization, filmproduction, design, or

interactivemedia is aplus
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● Architectural or Real Estateexperience is highly preferred
● ExperiencewithAsana is aplus
● Fast learnerwith theability to adapt to newsoftware andprograms
● Experiencewithpresentingboth internally andwith clients

YouAre:
● You’re apositive, professional, fun, relaxed, no-drama, low-stressperson
● Anatural leader, comfortable leadingmeetings, presentations, and teams
● Youcanhandlemultiple clients,multipledeliverables,multiple tasks
● Incredibly organizedandpreparedwith excellent attention todetail
● Someonewhosweats thedetailswith a keeneye for correctingmistakes and takes

pride in creating thebestqualitywork
● Eager to listen to, interpret, andapply feedback, o�eringcreative input and

collaboratingacrossdisciplines
● Awillingness tocontribute to strategic andcreativework throughout theprocess
● Amulti-taskerwho loves a fast-pacedenvironment
● Alwayswilling to jump in, roll up your sleeves, andhelpwherever needed

TheWorkingConditions andPhysical Demandsof This Role: Ability andwillingness to
travel up to25%of the time
Industry: Marketing&Advertising, Real Estate, Architecture,Creative&Branding
Employment Type: Full-time

Theabove statements are intended todescribe thegeneral nature and level ofworkperformedbypeople assigned todo this
job. Theabove is not intended tobeanexhaustive list of all responsibilities andduties required. External and internal
applicants, aswell asposition incumbentswhobecomedisabledasdefinedunder theAmericanswithDisabilitiesAct,must
beable toperform theessential job functions (as listed) either unaidedorwith theassistanceof a reasonable
accommodation tobedeterminedbymanagementonacasebycasebasis.
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