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Kay Grayson | Project Manager 

Location: xxxxxxxxx 
Telephone: xxxxxxxxxxxxx 

Email: xxxxxxxxxx 

Personal Profile 

‘Accomplished Creative Industry professional with a proven track record in the end to end delivery of 
marketing and design projects across a range of clients and industries’ 

 
With extensive experience in the project management of creative projects; I have built extensive knowledge 
across all elements of digital and traditional marketing, as well as sound abilities to build strong business 
relationships and manage creative teams in the delivery of work in line with client expectations. 

Core Skills 

• Project Management  
• Marketing (Digital & Print) 
• Campaign Management 
• Team Leadership  

• Resource Management  
• Proposal Writing 
• Fluent French & Italian  
• Account Management    

Career Summary 

May 2011 – Present xxxxxxxxxxxxx 
   Operations & Project Manager 
Outline 
Reporting to managing directors of leading national marketing & design agency; managing day-to-day 
operations and ensuring that all client projects are delivered on time and within budget.  Typical projects 
include digital marketing strategy, brand concepts, graphic design and social media & SEO management  
 
Key Responsibilities 

• Managing multiple end-to-end client projects for SME’s and large global clients 
• Overseeing the delivery of in-house creative team and external contractor work 
• Writing detailed prospect proposals based on individual needs using InDesign and Illustrator 
• Managing client marketing campaigns from conception through to completion 
• Providing clients with regular progress updates and feeding back issues to creative team 
• Account management for large clients including upselling and cross-selling of services 
• Managing company marketing including email, online ads, blogs, print, events, social media etc. 
• Resource allocation; ensuring correct members of creative team assigned to all tasks 
• Attending briefing meetings with directors to build a full understanding of client needs 
• Basic web CMS work using Wordpress and Drupal back end systems 
• Project budgeting; ensuring that profits are achieved and client’s requirements are met 
• Administration of client web hosting including FTP transfer and ongoing maintenance 
• Engaging external resources such as printers, designers and ISP’s and negotiating cost 

 
Key Projects 

• Yorkshire Agricultural Society – Development of online database with eCommerece functionality 
• Endless LLP – Web design & development, SEO strategy and print marketing campaign  
• National Tube Stockholders – Re-brand including web, print and external signage    

 
Aug 2010 – May 2011  Family Commitments  
 
Outline 
Brief career break raising my young family  
 
Apr 2009 – Aug 2010 Freelance 
   NVQ Assessor  
Outline 
Providing freelance services to xxxxxxx Support xxxxxx delivering workplace NVQ assessments across 
numerous business subjects 
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Sep 2010 – Mar 2011 xxxxxxxx  
   Customer Advisor     
Outline 
Customer facing role with leading mother & baby retailer with a range of responsibilities including service, 
advice, stock-taking, visual merchandising, payment processing, complaint handling and delivery 
management 
 
Jun 2003 – Sep 2008 xxxxxxxxx 
Oct 2005 – Sep 2008  Customer Account Manager 
 
Outline 
Relationship driven role managing key client accounts for global commercial printers specialising in the 
production of telephone directories across Europe  
 
Key Responsibilities 

• Managing client relationships through regular contact and corporate  hospitality  
• Frequent global travel including client visits in France and other European destinations  
• Liaising with clients to capture print requirements for directories and other products 
• Quality management of print products including pre-press checks through to dispatch 
• Managing end-to-end print process to strict deadlines and budgets 
• Maintaining knowledge of print process including binding and dispatch procedures 
• Ensuring clients are updated on progress and remain satisfied throughout process    

 
Jun 2003 – Oct 2005 HR Administrator 
 
Outline 
Working within a busy HR department responsible for the maintenance & administration of all records, 
recruitment of new employees, contract writing and supporting disciplinary procedures  
 
Jan 2003 – May 2003 xxxxxx 
   NVQ Assessor  
Outline 
Assessing 30 NVQ students within a call centre environment and working through syllabus completion 
 
Oct 2002 – Jan 2003 Temping Agencies 
   Various Positions  
 
Jun 2002 – Oct 2002  xxxxxxxx 
   Sales Account Executive  
 
Jan 2001 – May 2002 xxxxxxxx 
   Sales Account Executive  
 
Jul 2000 – Jan 2001 xxxxxxxxxx 
   Various Positions 
 
Jan 1997 – Jul 2000  xxxxxxxx 
   Customer Services Manager 

Education & Qualifications  
 2004 – MA Translation Studies 

 1996 BA (Hons) in French 

 1992 – 3 A Levels 

 1990 – 9 GCSE’s including English & Maths 

Personal Details 
Languages:  French: Fluent, Italian: Fluent 

References Available on Request  
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