Marketing Project Manager
The administrative project manager is responsible for successful execution of the sales and marketing process. This critical position will be the "right arm" of the Director of Sales and Marketing.  Specifically, this role will be leading integrated sales team.
FUNCTIONS OF THE JOB:

· Track all tasks issued internally and external from the field, or assign to someone to complete, follow-up to make sure they are completed.  Manage the process of ensuring that everything is staying on target. Oversee the development of new marketing literature and graphics.
· Maintain and manage customer data using ACT contact data base.

· Provide reports on sales data.

· Specifically, this role will be leading key aspects of sales and marketing, leveraging interpersonal skills to interact with numerous internal and external team members and drive projects from inception to completion. 

SKILLS & ABILITIES:

· Minimum of 2+ years of administrative project management experience. 

· BS degree in business/ marketing or related field. 

· Three years progressive and relevant experience (or any equivalent combination of education/experience for a total of 7 years) is required. 

· Proficient in MS Office including MS Project, web and email tools.

· Excellent project management skills.
· Strong organizational and time management skills.  Must be a self-starter, take-charge individual with ability to maintain a clear vision of "next steps" and the "big picture" through a changing environment. 
· Must be pro-active in managing the details of a project, ensuring all action-items are accomplished accurately and timely.
· Good written and verbal communications skills are required.
