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Account Manager

Job Description

Employee: Supervisor: Kristy Bright
Date:

Posting Content

Do you have a passion for marketing? Are you inspired to create a quality online
presence for a business? Do you have a mind for data-driven analysis and storytelling?
Do you continually seek to improve the quality of your work?

Catalyst is a full-service marketing agency serving off-campus student housing
properties, multi-family properties, universities, residential and commercial real estate
clients. We specialize in branding and marketing efforts that assist our clients in leasing
up to their desired goal.

The pace at Catalyst is fast and we are incredibly dedicated to our clients, so we are
looking for someone that can work well independently, is self-motivated, has a great
attitude and loves working in a team oriented environment.

Cover Letter

So, before we get started on interviews, we would like to see your experience, but we
also want to learn more about you. Tell us a bit about yourself — what are your interests,
passions, and personal goals? Why do you think you’d be a great fit at a growing
marketing agency in this specific role? What is an achievement that you are proud of?
It’s your chance to shine, so send us a glimpse into what makes you unique. You can
send a video, written letter, audio file, whatever format you feel fits you. Thank you for
your interest in Catalyst!

Account Manager
The Account Manager will be responsible for managing and leading the day-to-day
relationships, strategic direction, and projects with key client contacts.

Required Experience

1 to 3 years of experience in agency account management or managing multiple

properties is a requirement

Must demonstrate working with a variety of clients and projects

Must demonstrate a knowledge of digital marketing (email marketing, PPC, SEO,

remarketing), social media, and traditional advertising projects

Client experience in student housing, commercial real estate, multifamily housing,

university marketing, senior living, finance, or real estate development is a plus
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Experience with organizational tools such as Basecamp and Clients & Profits is a plus

Please indicate account growth, process improvements, team awards, or other
successes in your cover letter.

CORE COMPETENCIES, DUTIES AND RESPONSIBILITIES:

CLIENT RELATIONSHIP MANAGEMENT

Earn and keep each client’s respect and confidence as a trusted advisor bringing value to
their business through a strong commitment to success, consistent performance, and
the ability to develop a wide range of ideas and solutions

Acquire in-depth knowledge of, and be conversant in, each client’s business — their key
issues, competitive situation, performance indicators, and industry trends
Demonstrate confidence and authority as the day-to-day voice of the agency team
Effectively balance the dual expectations of your clients and the agency

Anticipate potential relationship or expectation issues, advising the account leadership
team in time for the agency to act proactively

Assist the account team with the development of annual marketing plans and budgets
Monitor current client budgets and work closely with the account services team to
develop areas of opportunity and revenue growth

Provide direction and training to clients on a variety of topics as assigned

STAFF AND PROJECT LEADERSHIP
Work with the project manager on key project needs, and to set budgets and timeline
expectations
Effectively gather project requests and details associated for proper estimating
Create project briefs and strategic briefs
Demonstrate an investment in, and communicate effectively with, the agency/client
team to develop and support a positive mindset about the work, the client, and the
agency staff that is involved
Establish a rapport and trust with a range of staff members assigned to your account(s)
—acknowledging the expectations of and on others, identifying team and project needs,
remaining open to considering multiple points of view
Encourage and demonstrate unity behind team and agency decision-making
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Effectively incorporate senior staffers from account management as well as other
departments as project objectives or issues warrant
Must be self-driven and able to review and find efficiencies regarding the account

services department

ORGANIZATIONAL SKILLS

Demonstrate an ability to organize workload and workflow

Effectively plan and organize your day-to-day priorities — handling multiple projects
efficiently, effectively, and productively

Provide effective and efficient oversight of agency resources to ensure projects are
delivered as promised in terms of time, budgets, and results

Identify, classify, categorize, and be able to retrieve information as required by yourself
and/or agency team members

Prepare thorough, accurate, and consistent work to clients reflective of the agency’s
quality standards

Be able to adapt to workload and working conditions while maintaining a positive

attitude and professional demeanor

PRESENTATION/SELLING SKILLS

Effectively present the agency’s decisions, recommendations, and creative product to a
range of client audiences

Develop and demonstrate a clear, comfortable, persuasive presentation style for both
formal and informal settings

Be well rehearsed and prepared for the unexpected

Make certain presentation support materials are consistent and in line with the agency’s

expectations of quality

COMMUNICATION SKILLS
Provide clear, thorough written direction to staff and customers
Be confident and comfortable in spending time on the phone with customers
Deliver concise, accurate, and actionable accounts of meetings and discussions
Develop persuasive summary and recommendation documents for presentation to
client and agency decision-makers
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Contribute to project and/or annual client planning documents

COMPUTER SKILLS
The Account Manager should be proficient in Word, Excel, PowerPoint, time-tracking
system, and other key tools utilized by the agency.
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