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Job Description
	Job Title
	Planner/Buyer Online
	Reporting To
	Media Manager

	Department  
	Direct
	Grade
	

	Location
	Theobalds Road
	Date Issued
	


	Purpose of Job: 

A Digital Planner/Buyer will be responsible for the efficient planning and buying of online media  campaigns working 100% on digital media but based in the Direct team as the client business is totally direct response focussed. The aim of this role is to achieve efficient customer acquisition via the client site. This role requires a good knowledge of the online media market and excellent understanding of online direct marketing principles. Experience of negotiation across online media and strong analytical skills are required, and a good degree of motivation and business focus.


	Operational Technical Skills:
· Client servicing responsibility and competence
· Communication skills to be able to develop beneficial relationships with creative agencies and media owners 
·   Scenario planning and forecasting
· Challenging briefs to ensure suitable solutions are provided
(     Quality controlling your and media assistants output – planning, buying reporting and trafficking 
· Troubleshooting problems with issues as they arise
(    Seek out and recommend new routes to market   

· Look to create new ways to increase income from clients through further services such as research

People Management

· Liaise with and learn from your line manager regarding managing Media Executive in your group, including ensuring their training and development 

· Ensure that the Media Exec takes control and ownership of their roles within the planning and buying process and management/servicing of clients

· Manage, train and develop junior members of the team with direction from your manager 

(   Ensure yours and your Execs.’ weekly time sheets, holiday/sickness forms, CPD Logs and training plans are kept up to date
·   Take your career management seriously, preparing for performance reviews and attending

           training planned for you, including Direct lunchtime workshops and department sessions
Dell Specific Responsibilities

· Primary responsibility for planning/buying UK digital display media

· Overseeing, along with manager, search team and exec, weekly reporting and outlooking process

· Assisting EMEA teams to ensure local plans are bought and implemented, and reconciliations correctly delivered to exec

· Support exec in the reconciliation, auditing and invoicing process, including taking responsibility if finance issues go beyond exec’s ability to resolve
· Ensuring best practice in trafficking, reporting, naming conventions and plan templates across EMEA local teams (alongside exec and traffic team)

· Acting as point of liaison between traffic and shopping team and clients, as required
· Assisting manager and group head on innovation projects and global initiatives, as required
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