Ad Production Manager – Job Description
Team: Web Development and Operation
Reports to: VP for Web Development and Operation
Expected Output:

· He/she will manage a team of web assistants and fulfillment representatives who will fulfill and convert turned-in contracts to activated advertisers in eYP.ph within prescribed turnaround time. He/she will deal harmoniously with third party suppliers. He/she oversees the QA and maintenance of DPC New Media’s digital brands, sub-brands, and properties. Principal of these is eYP.ph.
Responsibilities:

· Oversees the activities of the Fulfillment Team to ensure that turned-in contracts get processed and activated within prescribed turnaround time
· Oversees and manages the production and QA of DPC New Media Properties.
· Regularly updates reports on turned-in contracts and activated contracts

· Provides solutions to problems that may occur in the process of fulfillment and activation

· Promptly alerts involved teams about possible causes or causes of problems 

· Suggests means and ways to improve process of fulfillment and activation
· Ensures that team shall keep complete and accurate information of every contract
· Ensures that files are well-documented and organized for easy reference

· Oversees the QA and maintenance of DPC New Media’s brands, sub-brands and properties
Requirements:
· Critical thinker

· Results-driven

· Innovative

· People leadership and management skills

· Problem Identification/Problem-solving skills

· Detail and Process-oriented
· Background in Loans-Processing or Insurance underwriting is an advantage
· Preferably from a Finance or Services Industry

