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We are seeking Associate Producers who will work directly under a Producer in an entry level position. An AP’s job is to keep order and make sure everyone knows what’s going on. Our paying client, the publisher, needs to see that we have a clear goal, and the creative team needs guidance to believe in that goal. 
Major Responsibilities and Duties:
· Report to Producer or Executive Producer

· Work both independently and with other team members within deadline situations
· Be able to effectively manage multiple tasks

· Communicate project status and maintain coordination between the team

· Attend group meetings

· Maintain all project-related documents and schedules

· Maintain positive team morale
· Handle personnel issues by determining the right course of action with the Producer
· Ensure that milestones are met
· Cater to the team while making sure the product will please the publisher
· Address publisher or team concerns in a timely manner

· Other duties assigned as necessary

Qualifications:
· Strong verbal and written communication skills
· Professionalism, with strong interpersonal skills

· Responsible with strong organizational skills 
· Good presentation and PowerPoint creation and use skills

· Ability to accept and give constructive criticism

· Ability to work within a team environment
· Ability to schedule tasks
· Aptitude for learning quickly
· Result-oriented

· Able to work under high pressure

· Proficient in MS Project, MS Word, Web Browser, and e-mail
· BA in Art/Production or BA in Business with focus in writing preferred

· Prior experience preferred but not required
Preference to applicants with:
· Management or shipped title experience (project, personnel, account, etc.)
High Voltage Software is an Equal Opportunity Employer and does not discriminate on the basis of race, color, religion, sex, age, national origin, disability, veteran status, sexual orientation or any other classification protected by Federal, State or local law.

