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Job Summary:

Manages all things associated with the team's projects. Plans, directs, and coordinates activities of
designated project(s) to ensure that goals or objectives of project are accomplished within prescribed
time frame and funding parameters. Special emphasis placed on managing large-scale projects from
beginning to end, within a team environment. Project structure, process and workflows will also be
responsibility of the role.

This person will work closely with the Account, Creative, Strategy, PMO and Tech Departments as
part of a collaborative project team.

Responsibilities:

- Responsible for the successful on time delivery of the project

- Manage day-to-day tasks, performing proactive identification of potential challenges/risks and
ensuring on-time project deliverables

- Ensure all project related risks are managed and communicated to all stakeholders

- Project planning including determining time frame, budget limitations, processes, team structures
and RACI to accomplish project, staffing requirements, and allotment of available resources to
various phases of project. Take proactive measures to ensure the smooth operation of the account
internally

- Responsible for ensuring timely and accurate delivery of all client/agency reports and additional
financial reporting

- Checking quality and content of all material produced with overall responsibility for ensuring the
delivery of compliant material

- Ensure effective and ongoing communication with the Account Service related to project status and
deliverables.
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- Ensure all jobs and relevant documents are entered into the digital workflow and that the job status
is always accurate

- Forging strong working relationships with internal departments, ensuring the smooth flow of work
to/from Creative / Production team for driving process efficiencies, escalating any issues

- Assign individual resource responsibilities & ensure all assigned resources are logging time against
projects and identify when and where time budgets are being exceeded

- Ensure project processes and workflows align across teams and are up-to-date
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Behind any great company is a team of great people who work together to create success. Helping
companies put together and develop winning teams is what Emerge Global K.K. (Emerge) does. As
an Asian company we place particular emphasis on integrity and developing lasting relationships, with
our clients, with our candidates and with our staff.

Our team brings a unique mix of client and industry experience. These include: financial services, IT,
staffing services, pharmaceutical, manufacturing, telecommunications, accounting, healthcare and
hospitality.
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Job Summary:

Manages all things associated with the team's projects. Plans, directs, and coordinates activities of
designated project(s) to ensure that goals or objectives of project are accomplished within prescribed
time frame and funding parameters. Special emphasis placed on managing large-scale projects from
beginning to end, within a team environment. Project structure, process and workflows will also be
responsibility of the role.

This person will work closely with the Account, Creative, Strategy, PMO and Tech Departments as
part of a collaborative project team.

Responsibilities:

- Responsible for the successful on time delivery of the project

- Manage day-to-day tasks, performing proactive identification of potential challenges/risks and
ensuring on-time project deliverables

- Ensure all project related risks are managed and communicated to all stakeholders

- Project planning including determining time frame, budget limitations, processes, team structures
and RACI to accomplish project, staffing requirements, and allotment of available resources to
various phases of project. Take proactive measures to ensure the smooth operation of the account
internally

- Responsible for ensuring timely and accurate delivery of all client/agency reports and additional
financial reporting

- Checking quality and content of all material produced with overall responsibility for ensuring the
delivery of compliant material

- Ensure effective and ongoing communication with the Account Service related to project status and
deliverables.

- Ensure all jobs and relevant documents are entered into the digital workflow and that the job status
is always accurate

- Forging strong working relationships with internal departments, ensuring the smooth flow of work
to/from Creative / Production team for driving process efficiencies, escalating any issues

- Assign individual resource responsibilities & ensure all assigned resources are logging time against
projects and identify when and where time budgets are being exceeded
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- Ensure project processes and workflows align across teams and are up-to-date
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