SENIOR PROGRAM MANAGER — MOTIVATION EXCELLENCE
COMPANY CULTURE
Fun. Innovative. Understanding. It’s in our DNA.

At Motivation Excellence, we inspire extraordinary performance. We are a B2B incentive and
engagement strategy company headquartered in Schaumburg, IL, delivering custom incentive
programs, reward solutions, incentive travel and engagement strategy services for clients across
industries including construction, HVAC, electrical, dental, distribution and financial services.

Our culture is built on our core values of Respect, Integrity, Trust and Exceeding Expectations.
Many of our team members have been here for decades, and our client relationships often last
just as long. We have been recognized as a Best and Brightest Company to Work For nationally
and in the Chicago market for six consecutive years, along with industry recognition for
incentive travel and marketing excellence.

POSITION SUMMARY

Owns the end-to-end delivery of client incentive programs from initial setup through ongoing
administration and optimization. Serves as the primary operational point of contact for assigned
clients, ensuring program accuracy, timely execution and an approach that drives meaningful
engagement and measurable business results.

This role sits at the intersection of client service, data management and program execution. The
Senior Program Manager is responsible for translating client goals into well run incentive
programs that drive participant engagement and business outcomes; managing the operational
details that keep those programs on track and identifying opportunities to improve results for
both the client and the organization. The focus is on program delivery, client satisfaction and

operational excellence.

CORE RESPONSIBILITIES:
Client Program Ownership
e Serve as the primary point of contact for assigned client programs, managing
relationships with professionalism and a service first mindset
e Collaborate with clients to develop program specifications, requirements and
timelines that align with their business objectives
e Provide incentive program analysis, identify trends and insights and work with the
Strategic Account Directors to make recommendations that improve program
performance
e Work with the team to develop and support client presentations, executive business
reviews and proposals for new and renewal business
e Manage program budgets, contracts and invoicing schedules
e Proactively surface issues, risks or opportunities rather than waiting for client

escalation



Program Setup and Administration
e Work with the IT Team to configure program platforms, databases and reporting
based on client specifications
e Perform quality assurance and testing across platforms and data processing
workflows
e Manage participant data process, proof data and maintain program hierarchy
structures

e Develop and maintain operational procedures and documentation for each program

Cross Functional Collaboration

e Partner with the creative and communications teams on program marketing
campaigns, platform design and participant engagement

e Coordinate with merchandise and customer service teams to ensure a seamless
participant experience

e Support the client’s digital marketing efforts including email campaigns and
redemption marketing

e Train and support the customer service team on program specifics and complex

participant inquiries

Reporting, Analytics and Continuous Improvement
e Maintain program analytics and reporting, providing regular updates to management
and clients
e Participate as needed, and contribute to quoting for new and renewal business
e Recommend system and process improvements based on program data and client
feedback

e Follow and update departmental best practices

QUALIFICATIONS:
Required
e 3-5years of experience in program management, client services or operations within
B2B services or a related industry
e Previous experience working in a B2B environment
e Demonstrated ability to work directly with clients in a professional, service-oriented
manner

e Strong analytical skills with comfort interpreting and working with data



Advanced understanding of the Microsoft Office suite including Excel, Teams, Word
and PowerPoint

Highly organized with exceptional attention to detail and accuracy, particularly with
financial and participant data

Excellent written and verbal communication skills

Self-directed work style with the ability to manage multiple programs and competing

priorities with minimal supervision

Preferred

Experience with channel incentive programs, loyalty programs or sales incentive
programs

BA/BS in business or related field strongly preferred

Working knowledge of SQL or experience with database querying and reporting
Experience with MS Access or similar database tools

Familiarity with web content management, digital marketing platforms or email
marketing systems

Experience with data visualization, reporting dashboards or business intelligence

tools

WHAT IT TAKES TO SUCCEED HERE

At Motivation Excellence, collaboration is our competitive advantage. The people who thrive

here are flexible, willing to jump in where needed and comfortable with clients through

changing priorities and evolving program requirements. You need to be comfortable with data;

detail oriented without losing sight of the bigger picture and genuinely invested in doing right by

the client and your teammates.

We are a small, close-knit team that values accountability, mutual support and people who take

pride in their work. Our core values of Respect, Integrity, Trust and Exceeding Expectations

shape how we show up for each other and for our clients every day. If that sounds like the kind

of place where you do your best work, we would love to hear from you.

BENEFITS

Health, dental and vision insurance
401(k) Plan

Paid holidays and sick time

Charity days off

Flexible working environment

Companywide events and team building



¢ Internal reward and recognition program

¢ Employee referral incentives
If you are committed to professional excellence, we want to hear from you. We offer a
competitive salary and excellent benefits in a fast-paced, entrepreneurial, energetic, fun,

business casual environment.
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