
 
 
Position:  DIGITAL PROJECT MANAGER 
Contract: ASAP – FULL TIME, PERMANENT 
Contact:  talent@rachellelewis.com 
 
RLT is looking for a seasoned Digital Project Manager for a creative, collaborative, fast-paced 
studio which is creating the next generation of experiential entertainment around the globe.  
Clients include some of the largest brand names on the planet.   

The company is located in San Francisco, however working remotely (from within US) is fine if 
you have previous experience working remotely.  Some travel to San Francisco may be 
required as needed.  

This Role starts ASAP and is a full-time, permanent position and comes with an excellent 
benefits package.   

As a Digital Project Manager, your job will be to provide consistent, effective production 
oversight across multiple media and project types. While acting as the project manager of a 
branded multi-component project you will have the opportunity to launch creative efforts in 
Digital, Print, and Experiential/Event disciplines.  
 
You will plan and manage scope and deliverables for multiple projects as well as manage 
multiple team member task lists. The ideal candidate will have experience in software, media, 
and event/experiential production or construction projects.  
 
You will be the organizer of our in-house creative thinkers and outside makers, and make sure 
tasks are tracked, executed to requirements, and delivered. You will be excited about rolling up 
your sleeves to manage a variety of projects, big and small, but mostly big, and ALWAYS fun. 
 
ROLES & RESPONSIBILITIES 

You are critical in scheduling, task tracking, and managing multiple productions with an eye 
towards efficiency and making sure the team meets deliverable dates. Requires a basic 
understanding of the needs to execute ANY production—not because you necessarily have 
previous experience, but because you know how to plan, schedule, get answers, ask questions, 
raise issues and most importantly, solve problems. 
 

• Create and manage timelines  
• Manage project scope 
• Manage client/stakeholder meetings 
• Create detailed work plans for design and development teams, for in-house teams and 

external vendors 



• Monitor the status of all Digital Media and Software Components on a project 
• Hold weekly meetings with the various stakeholders/vendors of components to 

determine status, changes, risks 
• Help manage the schedule for components, identify areas that need resourcing, and 

alert the team management to those needs 
• Deliver a weekly report on the status of media and software components 
• Create and maintain the Gantt for the delivery and installation of components for various 

projects around the world 
• Be a point person to help organize meetings with the various parties that need to meet 

with management and directors for technical and design reviews 
 

QUALIFICATIONS 
 

• PMP Certified 
• 5 plus years of project management experience with an experiential, software, and/or 

media focus in a production studio or agency preferred. 
• Deep knowledge of agile production processes across both production company and 

agency environments.  
• Working knowledge of content production processes, including animation production, 

interactive media, physical integration of digital experiences, and new physical 
products/innovation. Knowledge of big-box construction a plus, but not required. 

• Proactive. You’re one step ahead of the game, foresee problems and take the necessary 
steps to ensure success. You plan as smooth a path as possible while remaining agile 
and are adept at making necessary adjustments on the fly. 

• Team-oriented with strong communications skills. You work closely with creative, 
account, social, and dev teams to make great ideas happen. 

• Cool under pressure. You can roll with fast timelines, client changes, and the bumps in 
the road. You set the tone for the production, and when things inevitably get stressful 
and tense, you keep your calm and work well with a variety of personalities. 

• Super Tool User. You are familiar with the industry standard tools, but also bring modern 
tools to the table that make your job, and the jobs of others, easier. Slack, Jira, Microsoft 
Project, Microsoft Excel, Google Apps, Bitbucket, Smartsheet and more should be in 
your list of software. 

• You love Gantt charts, Spreadsheets, and organizing task lists! 
• Expert at working remotely with highly-distributed teams and time zones 

 
 

To expedite process, please submit resume to talent@rachellelewis.com.  If you fit the 
criteria needed for this position, we will email you with more information and schedule a call.  

Working remotely (from within US) is fine if you have previous experience working 
remotely.  Some travel to San Francisco may be required as needed.  

At this time this client does not have the capacity to hire anyone who does not already 
have legal right to work in the US. 

Thank you.  

 


