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PPRRIIMMAARRYY  RREESSPPOONNSSIIBBIILLIITTIIEESS::  
 

Communication, organization and project-level coordination of new, active and shifting project 
workflows, milestones and timelines between Creative Services, the Marketing and Sales teams 
and other departments within the Company. 
 

 Close collaboration with the Director of Creative Services to facilitate the scheduling, input, 
coordination and follow-through of project touchpoints across teams to ensure milestones, 
deliverables and workload balancing is achieved fairly, clearly and in the best interest of 
Company goals across all channels of business.   

 Daily coordination, input and organization of all data required for project inception, including 
ensuring the completeness of Creative Briefs, input from the Director of Creative Services, 
scheduling of input and review meetings and the communication and coordination of milestones 
and deadlines to all project stakeholders. 

 Fairly and impartially represent the needs of all stakeholders in the prioritization and 
redistribution of projects based on industry-standard best practices in project management and 
the input and decision-making of the Creative, Marketing and Sales team leadership. 

 Daily coordination and communication with the Director of Creative Services on project status, 
workload balancing and prioritization. Ensure the reliability of the timing of Creative team output 
based on previously agreed upon commitments and schedules. 

 Continually and impartially follow-up as needed with stakeholders across all teams and 
disciplines using any and all communication methods to ensure smooth project workflows and 
the reliable fulfillment of milestones and timelines. 

 Maintain, curate and evolve over time the needs of our Project Management capabilities utilizing 
Basecamp and other evolving tools and project management best practices to clearly and 
transparently communicate top-level views of project status to the Marketing, Sales and Creative 
team leadership. 

 Partner with the Creative, Sales and Marketing teams in the planning and analysis of business 
calendars, schedules and yearly project cycles toward the goal of increased transparency, 
efficiency and continual optimization of Creative and Marketing output in support of Company 
goals and customer commitments. 

  

MMIINNIIMMUUMM  RREEQQUUIIRREEMMEENNTTSS::  
 

Associate’s degree plus 3 to 5 years of previous traffic and/or marketing experience in a consumer 
product, advertising agency or corporate marketing environment. Impeccable verbal and written 
communication skills, with proven ability to work effectively with other departments on a daily basis.  
A high degree of personal and professional organization, scheduling and attention to detail are 
essential.  Project management certifications or training are considered a plus. Experience with 
Basecamp or other Software-As-A-Service (SAAS) cloud-based project management tools 
preferred. High degree of general software literacy in a mixed Mac/PC/Mobile environment is 
expected. 


