








<Insert Date>
<Insert Company Name>
– Creative Services Manager
Job Description

Aim

· Enhance your knowledge and develop the skills to allow yourself to assist in delivering a high level of client service. To execute our work programme in a timely and professional manner to allow the business to grow and achieve greater efficiencies and profitability and allow <Insert Company Name> to become the leading supplier of <digital media> products and services.
Reporting

· <Insert supervisor’s name/s>
Activities & Responsibilities
· Be responsible for and assist with the coordination of all incoming client requests within the creative department
· Manage the workflow of the creative department including but not limited to:

· Ensure and assist the Advertising Manager to:
· Respond to all client enquires and requests in a timely manner

· Assign creative requests to operators

· Manage customer payments and follows up with accounts department

· Ensure that all jobs are monitored correctly from order to delivery

· Ensure timely and accurate delivery of creative content

· Ensure and assist the Designers to:

· Execute our work programme in a timely and professional manner

· Interpret and understand the creative brief

· Research and investigate the background and specific circumstances of each project

· Use and be familiar with the latest technology and software to achieve quality and efficiency
· Achieve a high level of attention to detail

· Monitor all output of the creative department to ensure:
· That the design style of <Insert Company Name> as designated by the senior designer is truly represented in each project

· Desired level of quality in design and animation is achieved prior to proof delivery to client

· That accuracy and detail are front of mind

· Assist in the training and induction of all new staff

· Assist in the coordination of content for the web design process

· Assist the web developers to maintain the integrity of the creative design throughout the development process

· Be an active part of the design team assisting with the creation and modification of the product
· Where required:
· Assist the operations manager with the management of work flow, staff, communications and office harmony

· Assist and be involved in the quoting process

· Be a contact point in the business for outside suppliers

· Take an active role in the review and assessment of staff
· Ensure that we maintain a clean and safe workplace for the comfort and safety of all staff and clients
· Ensure that company polices and directives from management are instituted and followed

Confidentiality
· Ensure that client & company confidentiality is maintained at all times

Acceptance of job description
I have read and understand the information included in this job description. I understand what my aim, responsibilities and duties will be. I accept this job description as a condition of employment with <Insert Company Name>.
_________________




_________________

Employee






Date

