
Our award-winning advertising agency is rapidly growing and needs your help to continue 
delivering amazing results to our clients. We are looking for a highly motivated individual who 
excels in a team-oriented environment. You must possess strong organizational skills, attention 
to detail, and the ability to multi-task.  
 
Responsibilities: 
 

● Work with a team to manage client projects, campaigns, and reporting 
● Create quotes/proposals and presentations 
● Schedule weekly blog and social media posts  
● Manage client projects from beginning to end 
● Load new projects into project management tool 
● Onboard new clients and manage customer relationships  
● Create, optimize and update display advertising campaigns 
● Research, build and analyze search engine marketing campaigns  
● Assist management team with project support  
● Summarize and create content for white papers and newsletter 
● Answer, screen and route incoming calls and take messages as needed 

 
The successful candidate will: 
Have a desire to learn and become an expert in the rapidly changing digital advertising 
landscape.  
Be kind, service-oriented and a team player. 
Possess exceptional written and verbal communication skills. 
Have strong analytical and reporting skills. 
Be a self-starter, self-motivator, and able to work with minimal supervision.  
 
What you should know: 
Mastery of Microsoft Office Suite; Outlook, Word, Excel, and PowerPoint is required. 
Exceptional organizational skills, ability to multi-task, attention to detail, strong problem solving 
skills and a strong focus on teamwork. 
 
What you'll need to learn: 
We use tools like Adwords, Doubleclick, Google Analytics, Podio, Facebook Ad Manager, etc. If 
you are interested in learning the ins and outs of the ever-changing world of digital marketing 
and an opportunity to grow with a rising company, then this is your opportunity.  
 
Attributes you'll need to bring: 
 
Hustle, focus, boldness, decisiveness, perseverance, discipline, dependability, expediency, 
responsiveness, resourcefulness, service mentality, honesty, and a willingness to learn.  
 



If you possess these attributes and skills then send your resume today and we'll set up an 
interview.  
Please be sure to use the word "details" in your subject line when you email your resume. 
 
 
Benefits:  

● Competitive salary 
● 401k with match  
● Full benefits including dental and vision. 
● Relaxed and flexible work environment.  

 
 
Position is full time. Compensation is DOE.  
 


