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Job Title: Producer 
Job Level: Mid-Senior Level 
Job Field: Account/Planning, Client Relations, Project Management, Creative Collaboration

Description:
The Producer is responsible for working collaboratively with the client and creative teams to enable INDUSTRY to delivery premium work. The Producer collaborates with the Account Director and Creative teams to facilitate complex programs and multiple cross-discipline projects and brands, working with both internal and external client teams. The Producer spearheads the day-to-day tactics of client and project team communication for concerns to the Account Director to ensure a successful program.

This is a contract to hire position based in Portland, Oregon. As of 2026, the Producer will report directly to Executive Producer, Head of Production while working collaboratively with all internal teams.

Responsibilities:
· Works with the creative and account team to scope and plan the approach for project deliverables
· Manages relationships, actively seeking to build a rapport with internal studio teams, external client teams, and production partner teams.
· Great people skills - social, open, confident, trustworthy, and approachable
· An INDUSTRY advocate and culture driver
· Responsible for the day-to-day activity of a project management, requiring proactive communication with the internal project team and the client
· Works with other members of the account team to deliver on the overall vision for a project
· Determines the best way to visually articulate project milestone/status tracker, and works with account team to continuously monitor progress and deliverable timelines
· Identifies impediments or challenges and proactively works to resolve them
· Works with Executive Producer to outline resourcing needs, and identifies and solves potential roadblocks
· Prepares regular status reports and shares with internal and external teams as applicable
· Reviews all deliverables prepared by team before sharing with client
· Ensures documents and major digital assets are complete, current, and stored appropriately
· Monitors scope creep and informs Account Director when re-scoping is necessary
· Synthesizes large amounts of feedback/input from client and team and condenses into actionable next steps
· Proactively documents and shares information with both internal creative and external client teams
· Facilitates project progress meetings frequently to ensure things are on-track, ensures team understands action items and responsibilities
· Constantly maintains client relationships alongside Account Director, keeping an ear to the ground for new business opportunities
· Collectively with the entire INDUSTRY collective, helps identify and organize PR opportunities for INDUSTRY’s project work, and helps collect needed internal information for PR submissions.
· Anticipates client needs, acts as a listening ear to the client, asks insightful questions and engages on all topics, regardless of Industry’s project opportunities














Requirements:
· Bachelors degree or equivalent industry experience in production
· 3+ years of project management experience, preferably within the design industry in an agency.
· Must have an entrepreneurial spirit, strategic intellect, and passion for the role.
· Experience in brand/campaign activations including buildouts is highly preferred.
· Asset and budget tracking software experience is required (i.e. Showbiz, Hot Budget).
· Demonstrated ability to manage projects and to make decisions with minimal guidelines and oversight. 
· Must be able to establish timelines and agendas, actively and accurately monitor progress to plan, drive corrective action meetings, and meet deliverable, budget, and deadline targets.
· Very strong organizational skills and the ability to effectively manage multiple conflicting priorities in a rapidly changing environment.
· Strong communication skills (speaking, listening, and writing) and the ability to make both formal and informal presentations to groups of varying sizes.
· Communication confidence, with the ability to lead conversations and have difficult discussions. Understands what conversations should be done in person, face-to-face, or via email.
· Strong team building skills and the ability to provide meaningful and effective feedback and guidance to a variety of creative professionals.
· Proficiency in Microsoft office suite as well as Keynote and Adobe Illustrator. Must be familiar with file sharing protocols such as FTP, Dropbox, etc.
· Occasional domestic and international travel. Depending on projects and roles, travel may be more frequent and longer in duration.
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