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	Job Title:

	Project Manager 


	Reports To:
	Account Director/Country Manager / Senior Account Manager / Client Service Director (depending on client and location)

	Key Purpose:
	To build a strong working relationship with individual client stakeholders and promote Adare as an added-value supplier whilst effectively project managing a range of marketing campaigns within agreed timescales for the client.

	Principal Accountabilities:
	· Attends client and agency briefing sessions in order to obtain a clear understanding of the client requirements.
· With support, provides product/project consultancy in order to maximise efficiency, savings and innovation.
· Drive contract savings (where necessary) against established baselines.
· Procurement of marketing materials, from approved supply base.
· Managing the day-to-day relationship with key client stakeholders within the framework of the contract with the client e.g.
· Adhere to client SLAs for delivery of quotes and delivery of jobs.
· Manage quality of job adhering to clients’ corporate guidelines.
· Proactively communicate to client and supplier all required timelines for all jobs, and ensure these are adhered to.  Ensuring the client is advised in writing of any delays.
· Using Ichor, in real time, to ensure all business activities are visible to Adare and client facing MI/Web portals reflect the day-to-day status of all live projects e.g.
· Processing of all Quotes and Live Orders through Ichor.
· Ensuring all delivered jobs are moved to invoicing stage ‘real-time’.
· Engaging with the Finance Department (UK) and local finance provider to ensure that all invoices, on both the client and supplier side, are processed efficiently.
· Support the checking of supplier invoices to ensure they are accurate, and logged quickly & efficiently.
· Where possible resolve invoicing queries to ensure prompt invoicing to client.
· Support the Client Relationship Directors with any questions relating to the monthly MI that needs to be delivered to the client.
· Ensuring all Adare processes and systems are utilised to ensure efficiency is maintained and activities are transparent to both Adare and the client.

	Key Performance Standards:
	· To maintain and develop client relationship.
· To manage projects within SLAs.
· To maintain commercial model across all activities.
· All work is managed through the Ichor platform, in real time.
· Efficient invoicing process and swift resolution of any invoice queries.
· Swift resolution of all queries that originate from the central function of Adare.
· Ensure all contractual savings targets are achieved.







PERSON SPECIFICATION

	
	Essential

	Skills
	· Fluent in English and local language.
· Competent in MS Word/Excel and Outlook.
· Able to communicate effectively at all levels orally and in writing.

	Other Qualities
	· Sets high standards of performance for self.
· Pro-active, motivated and committed to developing own knowledge and skills.
· Aware of the impact of own behaviour on others and responds appropriately to achieve results.
· Actively participates as a team member in achieving team goals.
· Responds positively to new situations and challenges. 
· Works flexibly.
· Organised, self-disciplined and timely in handling administration and paperwork associated with the job.



Specific skills & experience depending on area of focus:

	Print
	· Excellent knowledge of print production, covering the full spectrum of print processes.
· Ability to liaise and negotiate with print suppliers.

	Promotional Items
	· Excellent knowledge and background in promotional goods/items/ merchandise projects, ideally for large FMCG clients.
· Previous experience in dealing with promotional goods suppliers.
· Technical understanding of differences in printing materials e.g. woods, plastics, fabrics, metals etc.

	POS
	· Excellent experience with Point of Sale marketing projects.
· Strong technical knowledge around 2D and 3D POS.
· Retail or FMCG sector experience essential.
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