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The primary role of our Project Executives is the accurate and 

timely delivery of work under the direction of more senior 

members of the team. Project Executives help to ensure we 

are hitting deadlines, managing finances and connecting the 

right resources to ensure commercial success for both client 

and agency.

You will work across a wide variety of projects and tasks, 

supporting senior team members and leading projects on 

your own.  You will need a good attention to detail, a logical 

approach and great communication skills as you work with a 

variety of different teams.  You will become the gatekeeper to 

agency processes, ensuring that the correct ways of working 

are adhered to, and contribute to managing resource 

bookings for the teams involved. 

• Ensure that the correct ways of working are adhered to 

• Be clear with your communication and build good working relationships

• Demonstrate clear attention to detail

• With support, create accurate scopes of work and timelines for projects

• Track the financial health of your projects through burn reports and reconciliations

• Foster collaborative relationships with internal teams, clients and third parties

• Support other team members with reports, tracking and administration tasks

• Execute deliverables to a high standard, and to agreed internal and client deadlines

• Manage resource bookings within your immediate, and the wider, team 

• Highlight risks and provide solutions to mitigate them

• Work with third parties to provide services and be responsible for them delivering

• Make sure project delivery remains on track

• Prioritise your workload and required tasks so they are fulfilled on time and effectively

• Be willing to learn and ask questions to aid yours and the agencies development

• In time, contribute to tactical planning

The role Your responsibilities

What you will do



• You will have an ability to approach given tasks from a methodical, 

logical and analytical perspective

• You should have commercial acumen and ability to understand 

budgets

• You will have exceptional communication skills with great standard of 

written, spoken and presentation English

• You should be able to interact efficiently with various stakeholders at 

all organisational levels

• You should have strong attention to detail

• You should feel confident in your ability to influence and listen

• You will demonstrate high learning agility and a hunger for knowledge

• You will demonstrate proactivity and initiative

You will have an interest in healthcare, project management 

and client partnership, and may have worked in a similar 

position before

• You must have an interest in working within healthcare – we will expect to see genuine enthusiasm for what we 

do 

• You will be comfortable working to deadlines and understand decisions and events that impact on delivery 

timings

• You will have a passion for health, creative, design, science, copywriting, technology and an interest in 

production techniques and imagery creation

• You will be willing to offer solutions and help with problem solving as a matter of course, willing to step in and 

help out with different tasks

• You will recognise that choosing the correct communication method for the situation is important and be able to 

build relationships across all levels of the organisation

• You are willing to listen and learn from within a supportive team, taking on board and following process and ways 

of working to help build your experience

• You will be willing to work across all types of projects and tasks and thrive in a pressured environment where 

delivery is key

Skills Approach

Experience




