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Role and client overview 

This role provides an important foundation for our clients and account handling teams alike.  As a Digital 

Media Executive, you will need to create a strong relationship with your client contacts, collaborate 

effectively within your team and build solid relationships across the wider agency.   

 

You will need to keep the account team ‘ticking over’ by providing top-class administrative support 

which pre-empts client requirements, ensures successful delivery of jobs for clients, maintains a 

profitable service and goes the extra mile in representing McCann Central.  Your digital focus and 

passion supports input for website development, digital marketing programmes and the creation of 

digital briefs. 

 

Most importantly, we ask you to take responsibility for your own learning and career development by 

participating in learning events, undertaking self-learning and positively contributing to your 

performance management requirements. 

 

Your Top 13 

Here are your key responsibilities as a Digital Media Executive in McCann Central: 

1. Understanding the business inside and out 

o Know your client’s market, competitors, marcom mix and relevant media platforms; 

understand and read TGI, BARB, Nielsen, RAJAR, NRS, JICREG and other relevant research 

sources; keep updated at all times.  

o Demonstrate a practical and experience-led understanding and working knowledge of the 

digital marketing environment and how it applies to our clients. 

o Take a digital media brief, identify the relevant approach and draft relevant materials. 

o Evaluate the effect of a campaign as a whole and the media contribution; demonstrate a 

sound understanding of the advertising development process and how to apply it with your 

clients. 

 

2. Creativity 

o Actively contribute and be a part of the creative solution across the digital remit. 
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o Seek out new and creative methods that can offer real difference for our clients and share 

these with the relevant people. 

o Develop solid understanding of full briefing process and what is required both from a client 

perspective (budget, timescales, briefs etc) and from an internal perspective (what do 

creative need to deliver an exceptional creative product including consumer insight, 

production information, competitor awareness etc). 

o Help your brands find their truth and turn that truth into creative ideas to build a more 

meaningful role for those brands. 

 
3. Creating demand and driving for results 

o Prepare and update relevant lists and reports, and ensure background information 

researched and prepared for briefs, pitches or presentations. 

o Ensure clients are kept updated on media market place changes which could impact their 

buying strategy; ensure dynamics, costs and potential of each media is identified and 

communicated appropriately. 

o Manage your key responsibilities and work towards exceeding KPIs 

o Manage and issue status reports and timing plans as required and share with relevant people 

 

4. Commercial and financial know-how 

o Understand the basics of agency financial management (suppliers and mark-up, revenue and 

time; hourly rates); understand the remuneration contracts of your accounts; provide 

accurate quotes as required. 

o Track systems and data according to your area of business, sharing information regularly with 

relevant people /teams; ensure jobs are scheduled on time and budget, regularly monitoring 

progress and costs, highlight any issues immediately with relevant people 

 

5. Managing relationships and teamwork 

o Develop strong relationships in your team and across the wider agency with key contacts. 

o Develop strong relationships with key client contacts. 

o Develop strong relationships with relevant external suppliers and other third parties. 

o Demonstrate a cooperative spirit and contribute to a positive and supportive working 

environment. 

o Demonstrate support of team and leader decisions and is trusted by others in the team and 

across the wider department. 

o Takes responsibility for achieving own goals. 
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6. Personal effectiveness and adding value 

o Prioritise your workload and time effectively ensuring you meet deadlines; identify problems 

early and alert relevant people as they arise. 

o Support the digital production and creative process to meet agreed schedules and 

deliverables. 

o Maintain and manage all administrative elements of your role including: systems for clients; 

filing systems; job numbers and associated information; timesheet completion; issue contact 

reports (after approval) within 48 hours of meeting; proof-read documents or presentations 

for clients prior to despatch. 

o Prepare for client meetings (book rooms, catering, issue agendas, take notes, draft contact 

report); set up and attend team meetings, contribute ideas/suggestions. 

o Ensure work is always of high quality; adhere to booking deadlines; respond promptly to client 

requests and manage expectations with them. 

o Ask questions, show enthusiasm, give that little bit extra when needed without being asked; 

know what the agency can offer clients and build astute awareness of other parts of the 

business. 

 

7. Integration 

o Work closely with other teams in client services and develops effective relationships with 

other departments with a basic understanding of what they do and how they do it. 

o Work closely with digital teams and develop effective relationships with other departments 

with a sound understanding of what they do and how they do it. 

 

8. Security and intellectual property 

o Take actions to protect Agency intellectual property and output to ensure third parties don’t 

have access. 

o Ensure all materials submitted to client are protected and branded with Agency credentials. 

o Comply with all legal and regulatory requirements for Agency and clients. 

o Ensure data protection is upheld for all client and Agency data/information. 

 

9. Putting the service in client service 

o Deliver best-in-class service to your clients by listening and questioning professionally. 

o Provide leadership and expertise for your client and their brands. 

o Lead from wherever you stand. 
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10. Selling and influencing  

o Identify sales opportunities with clients by building effective relationships with them, listening 

well and questioning appropriately. 

o Maintain a thorough understanding of your client relationships using the Consultative Selling 

approach (fan-maps and other models that support stakeholder management). 

o Prepare and manage negotiation strategies with the team for different media owners and 

implement the strategies effectively to achieve best rates for clients. 

 

11. Systems and processes 

o Deliver efficient reporting by utilising Agency systems and processes 

o Provide management reporting according to your role using client and Agency systems. 

 

12. Marketing innovation and technology 

o Keep abreast of marketing trends and innovations; understand how to apply these to the 

client work you are delivering. 

o Be conversant in basic digital technology; contribute to the overall digital media plan 

o Apply your cultural and language awareness across all client campaigns; ensure translations 

are appropriate and effective for the region/country and language. 

 

13. Presentation and communication 

o Demonstrate an ability to present and communicate information professionally according to 

your role and level. 

o Demonstrate active listening during internal Agency meetings and external client or third 

party meetings; follow through with effective questioning. 
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Our Ethos: Be Brave 

Bravery can mean many things – whether it is the little person taking on the big corporation, the 
visionary who risks ridicule from the sceptics, the quiet thinker who is prepared to stand up for what 
they believe in, the leader prepared to take a risk, or even the ‘meat-and-two veg’ traditionalist who is 
willing to try sushi for the first time. In general life it means so much, and within the agency it can apply 
to everyone. From a creative thought that challenges convention, to the account manager prepared to 
stick to their guns with a client, from the finance person who suggests there might be a better way of 
tackling a problem, to the team in studio who are up for learning some completely new skills. The list is 
endless. The challenges can be great or small. But the mind-set is the same.  

Be Brave is our call to action; for us as an agency, our people and our clients.  

Our Values and Behaviours: EPICC 

McCann Central is its people. You help make the agency an enjoyable and successful place to work. Like 

our people, the agency has distinct characteristics, a personality and values that set us apart in our 

industry.  Our values are explained below in terms of what we stand for as an agency and what we look 

for from your behaviour when you turn up to work each day. 

 Entrepreneurial – having a proactive mindset in a rapidly changing business, taking calculated 

risks to think differently, having a can-do approach to everything we do. 

 Persistence – never give up, have determination and an approach that says ‘I always find a way’. 

 Integrity – thinking ‘if this was my business and money, what would I do?’, being open and honest, 

telling the truth even when it’s hard, doing the right thing. 

 Collaboration – going out of your way to help others, with everyone involved a better outcome 

will unfold, team spirit.  

 Curiosity – asking questions and looking for what others don’t see is the cornerstone of a curious 

mind and the DNA of our success. 

 

We expect our employees to take time to understand, respect and support our core values, using them 

as guiding principles for how we do things at McCann Central. 

 

Employee Name:  ___________________________________ 

 
 
 
 


