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Great Place to Work® Institute, Inc

Position Description


POSITION:

Client Engagement Manager
REPORTS TO:

Managing Consultant
STATUS:

Exempt
LOCATION:

New York 
UPDATED:  

1/12/2012
SUMMARY:

We’re looking for a dynamic, self-starter to join the Client Engagement Team at the Great Place to Work Institute, Inc.’s US affiliate office. The Client Engagement Team, part of the Advisory Services organization, is primarily responsible for working with clients to measure levels of trust, pride and camaraderie in their organizations through the Trust Index© survey process and supporting the Best Companies to Work For In America List application and production process. Client Engagement Managers serve as the primary contact for clients and work on all aspects of survey design, project management and administration. 
POSITION REQUIREMENTS:

Skills/ Abilities/ Qualities 

· Demonstrated ability to think at a strategic level while managing intricate project details

· Demonstrated organizational skills and ability to prioritize and manage multiple tasks across simultaneous projects

· Outstanding written and verbal communication skills

· Demonstrated ability to work both independently and as a collaborative team player to achieve organizational goals 

· Proactive, responsive and thorough in follow-through

· Demonstrated success in managing priorities and deadlines 

· Expert in Microsoft Word, Excel, PowerPoint 
· Desire and willingness to learn new applications
Preferred
· Experience managing assessment/ data collection projects 
· Survey design and administration experience 

· Group facilitation/ presentation skills 
· Experience interpreting quantitative and/or qualitative data
· Some experience with sales/ business development  
OTHER REQUIREMENTS:
	Type
	Minimum
	Preferred

	Education/ Formal Training
	BA
	Advanced degree

	Experience Type
	Project Management
	Project Management 

	Years Experience
	2-3
	4+

	Knowledge
	Project Management 


	Human Resources, Business Administration or  

Organizational Development


Key Responsibilities 

· Manages scope of work, timelines and project budgets 
· Works with clients to customize the standard GPTW survey tool to meet client needs
· Manages day-to-day operational aspects of complex assessment projects
· Supports the business development process by partnering with team members to assess client needs
· Ensures project documents are complete, current, and stored appropriately 

· Determines appropriate revenue recognition, ensures timely and accurate invoicing, and monitors receivables for project; Follows up with clients, when necessary, regarding unpaid invoices
· Analyzes project profitability
Additional Responsibilities 

· Work internally with other team members on one off requests for assistance

· Supervise temporary staff as needed

	TYPICAL PHYSICAL & MENTAL DEMANDS

	· Requires prolonged sitting. May require some bending, stooping, twisting, and/or stretching from seated or standing positions.

· Requires eye-hand coordination and manual dexterity sufficient to operate a keyboard, telephone, photocopier, calculator and other office equipment.  

· Requires normal range of hearing and eyesight to record, prepare and communicate appropriate information via telephone or computer.  

· Requires moderate to intense concentration due to complexity and/or need to meet deadlines, and flexibility to readily adapt to a changing environment.

· Must be able to lift 10 lbs. or more. 


The preceding functions may not be comprehensive in scope regarding work performed by an employee assigned to this position classification.  Management reserves the right to add, modify, change or rescind the work assignments of this position.  Management also reserves the right to make reasonable accommodations so that a qualified employee(s) can perform the essential functions of the position.
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