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Position Description 04/02/26

Position Title: Client Services Manager
Reports To: President
FLSA Status: Full-time, exempt
Date: April 15, 2026

Summary

The Client Services Manager (CSM) works closely with the Company’s senior management and the Lead Consultant. 
Under the guidance of the Lead Consultant, the CSM is responsible for all aspects of managing assigned consulting projects, with the expectation that the CSM provides responsive, accurate, and timely guidance and services to the client, based on strong interpersonal and communication skills.
This position supports CSI’s staff and team members in managing and using CSI’s proprietary technology and methodologies and supports marketing and sales. 

Essential Duties and Responsibilities include the following. Other duties may be assigned.

Project Management (65%):

Assist in contract or proposal development and documentation.
Assist Lead Consultant in meetings with clients to assess needs and collaboratively create solutions.
Assist in all aspects of the project including planning, setting deliverables, statement synthesis, preliminary interpretation and final reporting and other tasks unique to each project.
Develop and manage timelines and deliverables for assigned projects
Develop and manage communication plans and modalities with project participants.
Direct support staff in performing project administrative tasks.
Review contracts to ensure CSI adherence throughout projects.
Conduct mid and post project quality checks with clients.
Assist in survey development and implementation.
Provide technical and design support to project-related clients.

Technology (15%):

Manage groupwisdom™ project technology for client Group Concept Mapping (GCM) projects.
Produce required project reports in appropriate formats.
Provide technical support and project coaching to Licensees.
Manage proprietary databases.
Ensure adherence to security and data protection. 

Marketing & Sales (10%):

Support the sales team, providing information and communication for license, training, and project sales.
Assist in developing marketing tools and processes.
Provide materials and monitor projects with graphic designers and web support. 
Engage current and former clients in the CSI network of researchers.

Knowledge Management and Product Enhancement (10%)

Support the President and leadership in developing new products for the CSI learning database.
Lead CSI content management process.
Other tasks as assigned.

Skills and Requirements

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements below are representative of the knowledge, skills and/or abilities required. Reasonable accommodation may be made to enable individuals with disabilities to perform the essential functions.

Professional communication style, with good understanding of the requirements for specific contexts. 
Mature knowledge of group processes and facilitation of group decisions to support client projects’ successful implementation.
Expertise in Microsoft Word, Excel and Power Point, and other standard document and information management applications.
Commitment to accuracy and timeliness.
Strong organizational skills and ability to handle multiple tasks.
Capacity and interest to learn new computer skills.
Well-developed interpersonal skills.
Strong communication skills, both oral and written.

Education/Experience
The successful candidate will possess a B.S. degree and three to five years of experience in a small business environment, with an emphasis on learning organizations or social sciences planning and implementation.  Experience related to social research, government and not-for-profit organizations is a plus. 

Compensation

Salary range is $70,000-$76,000 annually. The wage range for this role takes into account decision-related factors including but not limited to experience in relevant environments, skill sets, training, and other business and organizational needs.
Benefits include 
· CSI’s health insurance plan
· Enrollment in retirement program 
· Paid Time Off

Location
 
This position is onsite at CSI’s offices in Ithaca New York.   CSI will consider accommodating flexible work schedules.  

To apply:

Please send cover letter (mandatory) and resume to
CSM Search
Concept Systems, Inc.
136 East State Street
Ithaca, NY 14850

Or email to
mkane@conceptsystems.com
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