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Overview:
These page represent what a really good DAM lead person(s) should know in order to be an invaluable resource to their company and the DAM community. Every instance and situa-
tion has its own requirements, but if you can get your head around the concepts presented here, you will be successful in the most important ways you need for directing your content 
management goals.
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Summary:
More digital content exist today than ever before and it is growing exponentially. As more digital assets are created, employees are having difficulty locating relevant files which 
hamper productivity. Digital assets are now stored in a range of locations including shared drives, cloud storage services, file servers, company wiki’s, and email in-boxes. 
These storage options are often used in conjunction with one another making file retrieval a time consuming, ambiguous and frustrating task. Estimates on the amount of time 
employees spend searching for information range from 6.5 to 8.8 hours per week1. Digital Asset Management (DAM) offers the promise to take these storage options and increase 
productivity by offering defined and search-able content across the organization. While DAM has been around for over a decade, it is still a developing sector within business and 
many paths to DAM exist. This deck is a guide for those looking to be a Digital File Manager or if your Company is looking for a candidate to hire. The overall guidance here is an 
invaluable tool to helping you implement DAM correctly.

1. http://www.docurated.com - Cóbhan Phillipson
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Section 1: What You Need to Know 
Titled: What a DAM Manager Should Know

Not in any particular order, other than they are all important.
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What you Need to Know:

Where Does a Digital Asset Management System Fit in an Organization

• The DAM is the CORE component to your Business Information. It is “THE SOURCE OF TRUTH” and the one place to find the safe and fully documented assets of your company. How 
you implement your DAM can have a huge influence on the time to your ROI and expectations on its capabilities. 

• While DAM is still in its infancy in many ways, it is project-
ed to grow exponentially in business adoption over the 
next three decades. Business leaders often find it difficult 
to find ROI with DAM systems, but its becoming more 
recognized that DAM will be required to meet the needs 
of responsive and nimble organizations. 

• Enterprise data such as analytics, PIM, CRM and others 
should be fed and feed into your DAM. 

• DAM feeds your CMS systems, Marketing Automation 
and Social Engagement Channels. 

• Your DAM needs to be metadata rich, easy to navigate, 
accessible for your employees and secure within your 
infrastructure. 

• Your Media Channels like Television, Print, Web, Mobile 
and Social need to be tied into and synced to your DAM 
to keep your intellectual property safe, provide a common 
branding platform and give you the reporting you need to 
quickly adapt and support your core business needs. 

• Not implementing your DAM fully, or incorrectly build-
ing processes to utilize and leverage its information, is 
seen as the largest loss of unrealized ROI for any DAM 
implementation project. Good people and processes pay 
for themselves. 
 

DAM implementation slide by the Real Story Consultant Group.
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What you Need to Know:

Be a file format geek and learn the programs your company works with in order to set them up in the DAM!
 
Not only should you love creative people and art, you should be very aware of the types of file formats they use and what you can do with them. You don’t need to 
be an expert in the types of file formats, but you should be pretty comfortable at what might be inside them and how they are used.
 
The Main File Format Subjects of a DAM Librarian:

 
Office Formats - Most of us will touch some sort of office file format at some point. Microsoft still rules this area very much, but other suites like Open office, Star office 
and, Apple’s Numbers and Pages, LibreOffice have been gaining ground in this space for some time. Just be aware of what your account and creative teams are doing 
and what your company has standardized on for doing office communication tasks. Not every document needs to be in the DAM, but important ones need to be easy to 
find and simple to reuse. File formats like .docx, .xlsx, .ppt and .odt should be handled with care to make sure that they are not broken when moved to the DAM locations. 
Often, companies use office products to document their processes and procedures. Setting this up in a DAM can be an easy win to on-board new employees and reinforc-
ing corporate communications. Many have moved to cloud services, like Box or Google Docs, but these have their own challenges that a DAM can help overcome.

Print Formats - For much of the world, the Adobe Creative cloud is firmly entrenched. Programs Like Photoshop and InDesign have become verbs in themselves and 
Adobe in still extremely strong in web and video workflows as well. While many people view print as slowing going the way of the dinosaur, a better way of looking at this 
is to be content centric and not market centric. While print may not be as important to your organization, providing good, high quality images and graphic are even more 
important and competitive than ever. When it comes to workflows and metadata, print is light years ahead of web and video file formats. File formats like .tif, .psd and .eps 
are stables of print and these formats are capable of being utilized across web, video, office and 3D applications. And never forget about PDF. The PDF file format can 
literally operate as a standard for sharing print communications to everyone. Definitely learn what PDF flavors area and what they can do. Building a logo database or 
corporate logos and identity icons section can be invaluable to the masses. 

Web Formats - Many of us are aware of .png, .jpg and .gif, but have you stopped to consider: copy docs, .css, .html, .svg or even ingesting an entire website? Many 
DAMs have these types of capabilities and opening up the main DAM for web teams can be an invaluable resource to them. Often, CMS platforms are sold as DAM 
systems, but that don’t have the capabilities of a DAM, so buyer beware. Creating artwork at high-res or print resolutions will often save you time and headaches when it 
comes time to re-purpose artwork for different media needs. 

Video/Sound Formats - Often, the best course of integrating Video and Music/Sound formats into a DAM is to keep a record of the high quality originals in the form of 
a proxy or compressed format of the originals. This is usually best accomplished with some standard formats like .mp4, .mxf or.mp3s. The hardest think about the video 
world is that there are no real standards and every editing system has its own way of storing the project files. To successfully integrate a DAM into video or other MAM 
workflows is to use project I.D.s to keep track of where everything is stored and produced. There are so many video types and platforms, it could fill a book by itself. Bot-
tom line – be familiar with trans-coding and compression tactics so that you can get what you need to share across the company.

3D & CAD Formats - This is definitely a segment of computer aided design and production that only certain companies do. It also has its own platforms for file creation 
similar to Video. There are many vendors in the area, but only a few DAM system handle 3D formats well. Make sure you can convert to 3D pdf or open source 3D formats 
like 3gs, .dxf, .fbx, 3ds or ones that play nice with your DAM for optimal results. 
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What You Need to Know:

Seek to Understand Workflows and Pain Points 

Become very comfortable with your companies Lead Operators and Software. DAM can be very complex or very simple depending on the comfort and needs of 
the organization. The more you understand the workflows that departments use every day and the issues they have, the more confidence you will have that you 
can help. Always remember that solving problems and being the central “Source of Truth” is what a DAM is built to do. To help Accomplish this you will need to 
be an...

Agent for Change - Moving in and implementing DAM practices is not for the faint of heart. A big part of bringing a centralized system between multiple departments is 
fun and tedious at the same time. Identifying the stakeholders and your champions who see how this will help them in an invaluable part to building an interdisciplinary 
team who help you implement your goals. Always remember that listening is the most important part! Rolling over important people and trying to do it all by yourself will 
lead to many sleepless nights.

Policy Builder - Many Companies have little to no processes defined. Upper management is often unaware that they have departments that are really being run by word 
of mouth and with key knowledge that just a few people have in their collective heads. While this is the SOP in many cases, it should not be carried over to DAM practices. 
Having a clear process of how and why content makes it into the DAM is important when it comes time to articulate to new employees and Upper Management why your 
doing this or for those who just view it as redundant busy work. (Redundancy is often a key argument to implementation and always needs to be minimized or erased) By 
using your DAM as part of the workflow whenever easy and possible, do so it keep content relevant and updated. 

Policy Enforcer - There will alway be someone or a department that says “Yes” and “this is good” in every meeting, but then it somehow falls apart in practice. You will 
need to deal with those who don’t want to follow the rules or think that its not important. Winning them over is an imperative. If one group gets away without cooperation, it 
will eventually cause problems. Sometimes you will need to rely on support from the Executives to use that big stick for policy enforcement. Hopefully, all it really takes is 
having the awkward conversation that you are missing their contribution. They should realize that you are really wanting it because its important that everyone contributes 
to the DAM libraries in order for the Company to have its content at the fingertips for all its employees. You can always spend extra care as to why its not working and 
figure out how to make it as painless as possible. Going the extra mile is often a huge part of a successful implementation. 

Support Person - The IT department is often unconcerned with the day to day operations of the company. They are supporting equipment, server and desktops. The 
DAM often falls outside of what they want to support and IT staff usually have no idea of the workflow problems, file issues and idiosyncrasies of a DAM platform. If you 
have contract outside IT folks, it gets profoundly worse. Many time you will have to play the role of support person, confidant and fix-it person. You may be comfortable in 
this role, or you may decide to rely on your vendor or the user forums to fix and offer hints on how to resolve these issues. It will depend on your relationship with IT and 
how willing they are to help and support the solutions in place. Developing clout with your many avenues of support will be an ongoing focus and you will often need to 
explain the technical problems and steps to correct the behaviors in therms they understand.

Workflow Integrator & Archivist - With the many different departments and software workflows that you will encounter, creating hooks into the DAM will often be the 
only means for keeping the DAM relevant and reducing duplication of effort. Long term thinking on metadata and storage of the corporate assets should always be the 
focus. The tagging of information is not done for today (as everyone still remembers it), but for 2 to 10 years from now when no one will remember the name of the project 
or who exactly worked on it. Database taxonomy and electronic job bag type structures are very important when you focus on being not only the DAM workflow integrator, 
but also the archivist for the company as well.
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What You Need to Know:

Other Hats to Wear Proudly 

This page is dedicated to the needed, but more informal and lessor known job duties of the DAM administrator

Permissions Manager - Yes, you will have to plan out permissions and access rights. Its not much of a DAM if everyone can overwrite everything and the masses have 
access to restricted and expired assets. Plan on having a clear to communicate blueprint on how you want various sections of the DAM to work with ACLs and file permissions 
well thought out.

Educator - Lunch time training sessions, Group emails and an internal Wiki can be critical tools to keep everyone up to date on the DAM features, searching skills and orga-
nizational updates. Don’t ever assume that everyone knows what your doing or why something got moved. Be an open book and offer to do one-on-one training for those who 
you think would benefit. Being proactive with information is always better than being reactive with it. 

Creative Technologist - The position of a creative technologist is to act as a translator between what creative folks need to do their jobs better and how to translate these 
needs to IT support staff. The two often speak very different languages and live in different worlds. One foot in tech-speak and one foot in creative terminology is extremely 
helpful in designing solutions that can be executed on time and within expectations. You will need to be able to bridge the white collar and blue collar worlds to be as efficient 
as possible. Always remember that production deadlines trump cool new features and successfully meeting goals means nothing if its past the delivery date. 

Psychologist - Yes, you will be listening to the many stories of why and how other have failed to do just this same thing in the past, or why they shouldn’t have to worry about 
supporting a DAM initiative. But mostly you will just have to listen. Don’t try to solve everyone’s problems, just try to help. Don’t play it off like its easy to solve these problems. 
It’s not. If you can, be patient and develop the relationships that will foster trust and teamwork. Listen to everyone. Good ideas come from everywhere and solutions to every-
day fires can only be put out by a qualified staff, not just you. Any good Doctor knows that he doesn’t heal anyone. They heal themselves. He just facilitates the healing.

Research Analyst - You will be tested many times to come up with solutions, fix things that don’t work, create processes that never existed before, do things that someone 
else tells you can’t be done, string multiple workflows together, work with unidentifiable variables and scale that 100 story wall. Tomorrow you will be asked to do it again, only 
it will be 200 stories. Use your networking skills and ingenuity to figure it out. Its OK to prioritize and tell people that you don’t know, but you’ll try to figure it out. Be honest and 
include them on the problem solving so that they don’t think they’ve been forgotten. Keep working on it if its worth the time to solve it. Prioritize the issues and keep a log of 
what your working on.

CSS/UI Developer - From time to time, your web portal tools will need to be altered for usability. Many DAM systems come with out of the box templates, but there is always 
something that needs to be tweaked. Being semi-comfortable in this area will be a big help. If you can’t do it, then find someone who can help!

Industrial Engineer - Industrial engineering is a branch of engineering which deals with the optimization of complex processes, systems or organizations. Industrial en-
gineers work to eliminate waste of time, money, materials, man-hours, machine time, energy and other resources that do not generate value. According to the Institute of 
Industrial and Systems Engineers, they figure out how to do things better, engineering processes and systems that improve quality and productivity. Yep, thats you!
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What You Need to Know:

Its a Database, only a Database and most importantly, its a Database 

The old axiom of GI/GO (Garbage In/Garbage Out) is very true. Any database is only as good as the quality of its content and the information about that content. 
One of the most important aspects of any DAM is how you are tracking assets, assigning information to them and keeping the content up to date, relevant and 
organized in a manner that your user base can easily find what it needs.

Taxonomy Manager - You will need to be very mindful of the descriptions and keywording used to tag and find assets. Video can be more of a challenge since it is essential-
ly a series of still images that are strung together to tell a story. Focus on the story and perhaps some of the technical issues it describes to make it easy to find again. Some 
companies are working very diligently on AI technologies to tag assets, and this is an important area to keep note of, but no AI understands your company’s taxonomy and 
what is important to its employees and departments. Take care to set up a metadata field structure that is concise, easy to understand and works across multiple depart-
ments. It is always best to stick to the Dublin Core and IPTC standards for the most portability outside your walls. If you need to create custom fields, thats fine, but do so 
only sparingly and to solve problems. Using predefined lists and preset selections is alway useful to keep the data conformed to your standards and some open text fields like 
“Description” and “Keywords” will make your information robust and versatile for multiple ways to find it. I always refer to the example: Is it “a dog on a beach playing Frisbee” 
or is it a “Labrador by a lake playing a fetch”? Obviously, both can be true and depending on your keywords, your end user could walk away with the shot they need, or with 
the perception that the DAM doesn’t work. Metadata is not just for today, its for two to five years from now as well!

Naming Conventions - Many DAM managers implement naming conventions for their own reasons. Often, it has to do with keeping track of projects during the year, helping 
assets tie into financial or project management systems data, or just or the simple reason of being able to tell what something might be at a glance of the name. I think that 
naming conventions can play a useful role, just by keeping names from getting crazy, but the rules behind them should be simple, and understood by all, or else it just causes 
delays and roadblocks to getting the assets posted quickly. They should also aid to find assets, and not add to hiding what file contents are. General guidelines like adding the 
Year of Creation, color space or description of the contents are good places to start, but metadata taxonomy should really drive searching and finding what you need. 

Permissions for End Users - Most true DAM systems have the ability to tailor which groups of people or individuals can see and interact with each database metadata field. 
While it may not be readily apparent why this is important, it will give you a strong example. If you are in the position where you are adding legal information to assets, like 
when they expire, what the talent restrictions or actual Product information might be, you don’t want someone else to be able to jump into the DAM and simply remove this 
important information, or change rights data just because they want to use an asset for their own reasons. While it might seem extreme, I have personally seen this happen. 
Crating metadata templates and rights associated with its end users is an extremely important function for the DAM Administrator and is essential if you are going to have your 
DAM be that “Source of Truth”. The same goes with its contents. End users should not have the ability to overwrite assets or upload images unless they have been thoroughly 
trained to do so. This type of governance separates a DAM from a CMS or a production fIle server.

Asset Ingestion Standards - As stated at the beginning of the page, Garbage In/Garbage Out; what you add to your DAM matters! If you put in low quality images or outdat-
ed files, no one will feel any need to use the DAM. Set standards of what you will put in, what is reusable and relevant. Shy away from content that is a one-off, will never be 
used again, or is just plain poor quality. Use your DAM to keep track of licensed materials, foundational assets, client logos and important needed documents. Your DAM can 
also be used as a bridge between departments. High quality PDF files, Training Movies, Corporate style guides and branding Documentation can be important assets within 
the DAM for all employees to use. Even a “help section” or “corporate logos” area can be extremely useful as long as they are the best possible files.
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Executive Actions:

Recommendations Based on Implementing DAM within your Company:

Its one thing to go and learn from the industry leaders on the latest potentials of DAM technology, but to apply it to in-house processes is the most important step to get the 
greatest ROI from Digital Asset Management, and its also the hardest part. 

• Build Relationships:  
Use our current DAM, Production and Strategy personnel to create a team of technology minded stakeholders. Their job is to focus on DAM and reach out to the various 
consultants and sources listed in this agenda to stay current with best practices and learn internally from each other. 
 

• Ask for More Demonstrations:  
Use your current partnerships and areas of interest to see the latest demonstrations. Bring in intersecting and thought provoking demonstrators to stay on top of the capabil-
ities of the software you own and leverage it better to reduce the costs of upgrading and augment current capabilities. 
 

• Integrate Internal Systems:  
Based on the lessons of the Real Story Consultant Group, integrate your DAM practices out to the CMS, Video and Documentation teams. Implement process  
governance to streamline the transfer of metadata and IP management across your departments and companies. Leverage the “Single Source of Truth”. 
 

• Staff for Success:  
Make sure to have backup and cross-training between the various DAM/MAM/CMS administrators to find new ways of working, integrating and thinking about our “Sources 
of Truth” across our companies. Use the concepts presented here to help you hire the right people. 
 

• Keep New Developments Within Sight:  
Keep practical and progressive thinking in place by following the DAM industry at the highest levels. Delegate internal staff to work together to keep you at the forefront of 
developing software and cloud based technologies. Always have a pool of internal knowledge at hand, to handle new business and organic growth opportunities that exist 
today, and in the near future. Push your current vendors to implement new feature requests that fit your business goals and your client needs as a group, at the top levels, 
as opposed to departmental individuals with separate agendas.
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 Thank You
I hope that you found this useful and can apply some of its ideas to your responsibilities and perhaps leads 
you to the right technologies to focus on and people to learn from.

         “If you can’t figure out how to keep it, just DAM-it.”
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Glossary of Terms & Acronyms:
Terms from this document and from the Asset Management Community: 

AFP - Apple Computer® File Protocol or Apple’s network file 
sharing language.

Analytics - Tracking information that is the discovery, interpre-
tation, and communication of meaningful patterns in data.

Asset Librarian - A person or persons who’s task is to 
organize, share and tag the metadata on company assets and 
provide the relevant context of asset management.

The Cloud - A web accessed server that is maintained and 
owned by a cloud service provider like Amazon or Google.

CMS - Content Management Systems: This used to denote 
publishing systems that had the ability to re-code data to be 
used across the omni-channel, but it has de-evolved into most-
ly Web Content Management. I consider this to be a generic 
term with connotations in the Web Publishing business sector.

DAM - Digital Asset Management: A platform that allows the 
end users to search, manage and centralize assets to create a 
single source of truth in digital formats.

DAM Foundation - An organization dedicated to the develop-
ment and evolution of Digital Asset Management.

Dublin Core - A subset of 15 standard metadata fields that are 
generic and usable in a wide range of applications.

DMS - Document Management System: A system that 
specializes in the collection, tagging and production of office/
text based documents. Also called DIS (Document Information 
System).

EXIF - Digital photography metadata standards which stands 
for Exchangeable File Information Format.

Ingestion - the act of bringing an asset into a management 
system for tracking.

IP - Intellectual Property: The legal term for any/all files and 
assets that you have created or own the right to use.

KMS - Knowledge Management System: A generic term used 
to describe many varied file/data systems.

MAM - Media Asset Management: A server devoted to the 
creation and production of Video/Marketing content.

Omni-channel - The entire distribution and consumption of 
content across all publishing markets including social media, 
video markets, book markets, and electronic applications.

PIM - Product Information Management System: Platforms 
that specialize in tracking and tagging of product information 
and tying it to SKU/Serial/ID numbering to tie Engineering and 
customer data together.

PM - Project Management: A system that organizes and helps 
an organization track and manage its projects.

WCM - Web Content Management: A hybrid and subset of 
DAM and PIM that allows for the publishing and development 
of web browser based display of content.

Real Story Group - A consulting company that specializes 
in the discovery and classification of Asset Management 
Systems.

ROT - Redundant, Outdated and Tired information. It is a fact 
of life that databases become inefficient by inaccurate, incom-
plete or just plain wrong information. This greatly reduces their 
effectiveness and can undermine your entire effort.

SaaS - A software licensing and delivery model in which 
software is licensed on a subscription basis and is centrally 
hosted. It is sometimes referred to as “on-demand software”. 
SaaS is typically accessed by users using a thin client via a 
web browser.

Schema - A diagram or list of what your planning to im-
plement. This is used to describe a metadata plan for the 
cascade of information and who has access to the metadata 
forms and what rights they have to see/edit the information.

SDK - Software Development Kit: a set of tools for interfacing 
between separate systems. Can also be called an API (Appli-
cation Programming Interface)

SMB - Microsoft Windows® propriety network sharing lan-
guage, also called Samba.

NFS - Network File System: A distributed file system protocol 
originally developed by Sun Microsystems® in 1984, allowing a 
client computer to access files over a computer network much 
like local storage.

Metadata - Information about the content and assets.

IPTC - A set of standard metadata fields that was developed 
by the International Press Communications Council.

OVP - Online Video Platform, i.e. YouTube and Vimeo are 
great examples.

VDP - Video Distribution Platform: A system to display video.

Versioning - The mechanism to track the changes of docu-
ments and files over time as they are revised.

XML - A standard for exchanging metadata information via the 
Extensible Markup Language.


