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Skip	to	content	Skip	to	content	Job	briefWe	are	looking	for	a	qualified	Digital	project	manager	to	join	our	team.	You	will	be	responsible	for	the	day-to-day	management	and	smooth	operation	of	various	digital	projects,	including	site	launches,	online	tools,	web	applications	and	advertising	campaigns.	For	this	position,	we	expect	you	to	be	a	tech-savvy
professional	with	an	in-depth	understanding	of	how	technology	can	help	us	achieve	our	business	goals.	You	should	be	methodical	and	have	excellent	time	management	skills.	As	a	Digital	project	manager,	you	should	also	use	your	communication	skills	to	collaborate	effectively	with	various	teams.	Ultimately,	you	should	be	able	to	manage	and	deliver
our	projects’	digital	lifecycle	within	quality,	time	and	budget	requirements.	Responsibilities	Provide	end-to-end	project	management	Scope	project	requirements	and	prepare	budget	Develop	a	detailed	project	plan	and	monitor	progress	Collaborate	with	internal	teams	to	design,	develop	and	implement	digital	projects	Deliver	projects	on	time	ensuring
quality	standards	are	met	Develop	support	documentation	including	risk	logs	and	requirement	specifications	Monitor	and	report	on	Google	Analytics	metrics	Communicate	with	the	team	and	ensure	all	members	are	on	board	with	delegated	tasks	Highlight	potential	risks	or	malfunctions	and	act	proactively	to	resolve	issues	Seek	opportunities	for
improvement	and	suggest	new	projects	Requirements	Proven	work	experience	as	a	Digital	project	manager	Hands	on	experience	with	project	management	software,	like	MS	Project	and	AtTask	Familiarity	with	Content	Management	systems	and	HTML/CSS	Understanding	of	SEO	and	Google	Analytics	Knowledge	of	UE	software	Solid	technical
background	with	an	ability	to	address	accessibility	and	compatibility	issues	Excellent	organization	and	time	management	skills	Communication	and	team	management	skills	BSc	in	Computer	Science,	Digital	Marketing	or	relevant	field	Start	a	free	Workable	trial	and	post	your	ad	on	the	most	popular	job	boards	today.	Skip	to	content	Identifying	and
analyzing	various	risks	(e.g.	business,	financial)	Developing	risk	management	controls	and	contingency	plans	Communicating	recommendations	to	management	Job	briefWe	are	looking	for	a	Risk	Manager	to	advise	us	on	various	types	of	risks	(business,	financial,	legal	and	security.)	You	will	identify	potential	threats	and	create	plans	to	prevent	and
mitigate	problems.	In	this	role,	you	should	be	highly	perceptive	and	methodical.	You	should	also	have	the	ability	to	communicate	effectively	and	present	your	plans	in	a	convincing	way.	If	you	have	experience	in	risk	assessment	and	financial	analysis,	we’d	like	to	meet	you.	Ultimately,	you	will	ensure	that	our	company	secures	its	reputation	and
profitability	by	controlling	risk.	Responsibilities	Conduct	assessments	to	define	and	analyze	possible	risks	Evaluate	the	gravity	of	each	risk	by	considering	its	consequences	Audit	processes	and	procedures	Develop	risk	management	controls	and	systems	Design	processes	to	eliminate	or	mitigate	potential	risks	Create	contingency	plans	to	manage
crises	Evaluate	existing	policies	and	procedures	to	find	weaknesses	Prepare	reports	and	present	recommendations	Help	implement	solutions	and	plans	Evaluate	employees’	risk	awareness	and	train	them	when	necessary	Requirements	Proven	experience	as	a	Risk	Manager	Knowledge	of	risk	assessment	and	control	Experience	with	auditing	and
reporting	procedures	Familiarity	with	industry	compliance	standards	and	regulations	(e.g.	Occupational	Safety	and	Health	Act)	Strong	computer	and	research	skills;	knowledge	of	analysis	software	is	preferred	(e.g.	Statistical	Analysis	Software,	or	SAS)	Analytical	mind	with	problem-solving	aptitude	Excellent	communication	and	presentation	skills
BSc/BA	in	Law,	Business,	Finance	or	a	related	field	Professional	Risk	Manager	(PRM)	certification	is	a	plus	Start	a	free	Workable	trial	and	post	your	ad	on	the	most	popular	job	boards	today.	Not	all	companies	have	both	managers	and	supervisors.	In	a	small	company,	that	could	be	more	management	layers	than	necessary,	causing	a	lot	of	stepping	on
each	other's	toes.	Employees	could	wonder	whose	direction	to	take	in	a	sort	of	managers	versus	supervisors	battle.	But	as	a	company	grows,	it	can	become	too	much	for	the	manager	to	oversee	all	the	employees	plus	tend	to	his	other	managerial	responsibilities.	That's	when	supervisors	can	become	very	valuable	assets,	both	to	the	employees	and	to
management.	In	the	hierarchy	of	business,	employees	report	to	their	immediate	supervisor.	There	are	likely	to	be	several	supervisors	in	each	department	or	area.	Those	supervisors	report	to	their	manager.	The	manager	might	report	to	a	vice	president,	a	director	or	other	person	higher	in	the	management	chain.	When	upper	management	wants	to
know	what's	going	on	in	a	department,	they'll	ask	that	department's	manager,	who	is	kept	informed	by	each	supervisor.	A	company's	IT	department	has	three	data	entry	clerks.	They	report	to	the	data	entry	supervisor,	who	used	to	be	a	data	entry	clerk.	She	mentors	them,	answers	their	questions	and	monitors	their	work.	She	reports	to	the	IT
manager,	who	has	three	other	supervisors	reporting	to	him.	Supervisors	are	often	promoted	from	the	ranks	of	the	employees	they	supervise.	It	could	be	that	they	were	the	best	at	the	job,	or	it	could	be	that	the	manager	recognized	leadership	qualities	in	them.	Since	she	used	to	have	the	job	she	now	supervises,	she	can	answer	any	question	her
employees	may	have	and	give	them	tips	on	solving	issues	that	she	once	faced.	When	new	employees	are	still	learning	the	job,	or	the	department	workload	is	heavy,	the	supervisor	often	pitches	in	to	keep	production	moving.	She	also	has	duties	unique	to	her	role,	such	as	keeping	tabs	on	what	each	employee	is	working	on,	how	much	they've	completed
and	their	overall	job	performance.	She	may	be	responsible	for	handling	their	performance	reviews,	too.	A	manager	usually	doesn't	have	direct	knowledge	of	how	all	the	jobs	in	the	department	are	done.	He	leaves	that	to	the	supervisors	in	each	area.	He	meets	regularly	with	each	supervisor	to	stay	advised	on	how	their	area	is	performing,	whether
they're	on	track	to	meet	established	goals	and	if	there	are	any	problems	he	should	know	about.	He	also	meets	with	his	boss	to	report	on	the	department's	progress	and	gets	feedback	on	his	performance	as	a	manager.	In	addition	to	overseeing	his	supervisors,	he	attends	meetings	with	other	managers	and	upper	management	and	may	have	budgeting
responsibilities	as	well.	Typically,	he	handles	his	supervisors'	performance	reviews.	In	some	companies,	supervisors	have	the	job	title	of	supervisor,	such	as	data	entry	supervisor.	In	other	environments,	supervisor	is	a	generic	term	for	the	person	you	report	to,	but	that	person	has	another	title.	In	an	advertising	agency,	a	copywriter	might	report	to	a
copy	chief.	Or,	he	could	report	directly	to	an	associate	creative	director,	who	would	then	be	his	immediate	supervisor.	The	associate	creative	director	supervises	several	copywriters	(and	designers/art	directors)	and	reports	to	her	supervisor,	the	creative	director.	In	a	larger	agency,	there	could	also	be	a	vice	president	of	creative,	who	supervises	the
creative	director.	Another	way	to	define	supervisor	versus	manager	is	their	focus.	On	a	daily	basis,	supervisors	are	focused	on	getting	the	work	done	that	their	group	is	expected	to	complete.	If	her	group	needs	training,	she	trains	them	or	sends	them	for	training.	If	they	get	behind,	she	finds	out	why	and	devises	ways	to	get	back	on	track.	If	another
part	of	the	company's	system	is	slowing	them	down,	such	as	an	IT	issue,	she	contacts	her	manager	or	the	IT	department	directly	to	get	the	problem	resolved	and	get	her	team	back	on	track	to	meet	their	work	goals.	It's	often	described	as	having	an	"internal	focus."	Supervisors	are	focused	on	the	job	at	hand.	Managers	have	been	described	as	having
an	"external	focus."	They're	tuned	in	to	what	their	department	members	are	doing,	yes,	but	much	of	their	job	is	to	see	the	bigger	picture	outside	of	their	department.	They	keep	up	with	what	the	company	as	a	whole	is	doing	and	their	departments'	role	in	the	big	picture.	They	form	long-range	strategies	and	present	them	to	their	supervisors	for
approval,	always	considering	how	their	strategies	will	affect	and	benefit	the	company.	Internal	focus:	sales	supervisor	Help	sales	reps	make	sales.	Meet	their	team's	assigned	sales	goal.	External	focus:	sales	managers	Oversee	sales	supervisors	and	encourage	them	to	motivate	their	sales	reps.	Meet	with	upper	management	about	long-term	plans	for
the	company.	Understand	the	relationship	between	sales,	marketing,	advertising,	product	development	and	production	to	profitability.	Within	each	company,	employees	with	the	title	of	manager	have	higher	salaries	than	those	with	the	title	of	supervisor.	This	is	true	in	business	in	general,	too.	Supervisors	don't	have	as	much	responsibility	as
managers,	so	their	salaries	are	lower.	When	supervisor	is	part	of	a	title,	you	can	assume	the	job	responsibilities	are	more	narrowly	focused	than	those	of	a	manager.	Consider	the	job	title	of	manager	of	administrative	services.	The	Bureau	of	Labor	Statistics	defines	this	role	as	coordinating	one	or	more	services,	such	as	records	or	mail,	within	a
company.	The	department	might	also	have	supervisors	of	mail	sorting,	mail	delivery	and	individual	supervisors	of	different	types	of	records.	Manager	of	administrative	services	median	salary:	$90,050.	Supervisor	of	administrative	support	workers	median	salary:	$54,340.	Median	salaries	are	the	midpoint	in	a	list	of	salaries	for	an	occupation,	which
means	that	half	of	the	people	in	that	occupation	were	paid	more	and	half	were	paid	less.	Salaries	are	from	the	Bureau	of	Labor	Statistics	as	of	May	2016.	By	Ashley	Jean	Updated	June	27,	2018	A	project	management	office	is	a	group	within	an	organization	responsible	for	defining	standards	and	executing	tasks	associated	with	managing	projects.	In
order	for	a	PMO	to	be	effective,	both	those	working	within	the	PMO	and	those	from	other	departments	must	understand	the	roles	and	responsibilities	of	the	PMO	in	developing,	executing	and	managing	project	plans.	The	PMO	plays	an	integral	role	during	the	initial	planning	stages	for	any	project.	It	creates	structured	schedules	and	project	plans
based	on	the	project	goals,	resources	needed,	potential	risks,	time	to	market	and	budget	constraints.	By	partnering	with	colleagues	in	different	roles	to	assess	the	workloads	and	impacts	for	different	departments,	the	PMO	is	able	to	to	identify	dependencies	and	possible	issues	across	teams.	During	this	planning	process,	the	PMO	will	develop	and
communicate	clear	and	actionable	deliverables,	or	activities	to	be	completed.	Each	of	these	activities	should	have	an	identified	owner,	the	person	who	will	carry	this	out,	as	well	as	a	clear	timeline	and	success	criteria.	The	project	execution	and	governance	aspect	of	the	PMO	role	is	the	most	well-known.	It	involves	tracking	deadlines,	deliverables,
resources,	and	timelines	throughout	the	project	process.	The	PMO	holds	owners	accountable	for	their	commitments	and	will	conduct	project	team	meetings	to	provide	status	updates	and	identify	and	resolve	issues.	By	managing	the	overall	process	of	carrying	out	the	project,	the	PMO	is	able	to	adapt	plans	based	on	evolving	needs,	conditions	or	issues
that	may	arise	and	ensure	on-time,	high-quality	delivery	in	accordance	with	the	stated	project	goals.	Throughout	the	course	of	a	project,	the	PMO	works	with	project	teams	to	ensure	documentation,	supporting	materials,	and	project	plans	are	updated	and	readily	available	for	internal	teams	and	senior	leaders.	Upon	completion	of	a	project,	the	PMO
compiles	and	documents	project	information.	Historical	information	on	projects	is	used	not	only	for	reference	for	future	projects	but	also	to	assess	the	project	delivery,	completeness,	and	alignment	with	stated	objectives	and	goals.	For	regulated	industries,	project	documentation	is	extremely	important	in	case	of	an	audit.	All	information	should	be
archived	in	one	place	so	it	is	accessible	to	the	appropriate	team	members	and	senior	leaders.	At	any	given	time,	the	PMO	may	be	managing	multiple	projects	for	the	organization,	each	with	varying	priority,	timelines	and	resource	requirements.	Given	their	broad	scope	both	in	working	with	colleagues	from	different	departments	and	across	multiple
projects,	PMOs	are	responsible	for	balancing	projects	and	communicating	priorities	internally.	Often,	the	PMO	will	create	a	project	dashboard,	which	outlines	both	the	projects	currently	underway	and	those	on	the	backlog,	with	their	priority	according	to	the	overall	business	objectives.	Because	PMOs	make	this	information	readily	accessible	within
the	organization,	project	teams	and	senior	leaders	are	able	to	quickly	see	where	attention	and	resources	are	currently	being	placed	and	adjust	their	workflows	accordingly.	As	they	are	involved	from	project	inception	through	to	completion	and	review,	PMOs	are	able	to	identify	processes	and	activities	to	improve.	Since	PMOs	have	a	broader	scope,
understanding	the	basic	processes	and	standards	of	different	departments	across	the	organization,	they	are	better	equipped	to	identify	workable	process	standards	and	best	practices	for	how	teams	should	approach	projects.	Once	it	has	identified	a	process	improvement	initiative,	the	PMO	implements,	documents	and	communicates	the	new
procedures	to	the	rest	of	the	organization.	From	many	vantage	points,	assistant	project	managers	enjoy	the	best	of	all	worlds:	they	witness	a	project	thrive,	help	manage	the	day-to-details	and	bask	in	the	knowledge	that	they	are	the	all-important	right-hand	person	of	the	project	manager.	In	many	cases,	they	also	carry	the	lion’s	share	of	responsibility
for	administrative	tasks.	In	fact,	the	U.S.	Bureau	of	Labor	Statistics	flags	this	distinction	in	an	interesting	way:	“Project	associates”	are	listed	under	“secretaries	and	administrative	assistants.”	This	is	one	job	description	that	may	fluctuate	from	day	to	day	–	and	with	exciting	and	unknown	possibilities	for	future	advancement.	A	hotel	owner	or	developer
may	need	to	hire	a	project	manager	to	plan	and	execute	a	new	hotel	project,	develop	hotel	branding	or	modernize	technology.	He	prepares	a	job	description	outlining	the	requirements,	skills	and	education	to	fulfill	the	position.	In	the	job	of	a	project	manager,	you	need	specialized	skills	to	understand	the	requirements	of	the	hospitality	industry.
Depending	on	the	type	of	project	and	size	of	the	project,	the	success	of	the	hotel	could	be	in	your	hands.	The	job	description	for	a	project	manager	for	a	small	hotel	or	private	chain	may	require	a	person	to	work	independently	with	the	owner	to	perform	individual	tasks	related	to	an	issue	with	engineering,	design	and	decorating,	marketing,
distribution,	reservation	management,	or	IT	development.	For	international	hotel	chains,	each	hotel	may	operate	differently.	In	this	case,	the	project	manager	reports	to	the	corporate	office	for	approvals.	In	a	centralized	hotel	project,	the	project	manager's	job	description	may	involve	integrating	project	management	into	the	hotel's	operational,
finance,	marketing	and	engineering	departments.	If	a	company	needs	a	hotel	developed,	the	job	description	could	require	knowledge	of	land	documents	and	permits,	research	on	market	studies	with	financial	estimates	to	determine	if	the	project	is	viable,	and	the	ability	to	work	with	architects	and	engineers	for	the	design.	The	job	description	may	also
ask	for	expertise	in	developing	a	construction	budget.	In	addition,	you	may	have	to	determine	how	much	of	the	owner's	funds	are	required	to	be	able	to	negotiate	financing	with	investors.	A	company's	job	description	could	require	you	to	have	project	management	experience	in	the	hospitality	industry	with	skills	to	communicate	with	contractors,
laborers,	hotel	owners	and	others.	The	description	may	also	require	expertise	to	develop	budgets	and	proposals	for	approval	with	the	owners,	and	skills	to	negotiate	architectural	and	design	contracts	and	revenue	opportunities	with	hotel	franchises.	You	are	responsible	for	quality	and	timely	execution.	To	become	a	project	manager	in	the	hotel
industry,	you	may	need	a	bachelor's	degree	in	hotel	management	with	graduate-level	study	in	business	management	or	project	management.	Alternatively,	for	education	in	leadership,	risk	management,	scheduling	and	budgeting,	the	description	may	require	a	Project	Management	Professional	(PMP)	certificate	offered	by	the	Project	Management
Institute	together	with	a	bachelor's	degree	and	extensive	work	in	the	hotel	industry.
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