
 
 
Account Executive, 04.05.17 
 
greenlight is about shining a light on insights, strategies and creativity that propel our clients forward. As an account 
executive, you’ll be expected to be one of those lights. In this role, you’ll be supporting the national advertising and 
marketing initiatives for legacy fitness brand as well as a handful of project-based lifestyle brands in the agency. 
You’ll need to be an excellent organizer, communicator and trafficker of workflow. And because you’re a 
greenlighter, you’ll need to have an entrepreneurial spirit.  

Here are the nitty-gritty details of the position – give them a once over – and if you’re our guy/gal, please shoot your 
resume to Olivia Cole, olivia@greenlightad.com. 

 
Key Areas of Responsibility 
Your primary responsibility will be managing work through the agency by developing work orders, managing 
timelines, reviewing creative output and coordinating client feedback, final approvals.  

The role will include a great deal of direct client contact. In some cases this may mean acting as the lead client 
contact – following up with clients and taking creative briefs. In other cases it would mean supporting the Account 
Supervisor. 

You’re going to need to manage multiple projects and responsibilities simultaneously. We’re a a fast-paced 
environment, you’ve got to trust your gut, experience and intelligence to make independent decisions, but must also 
be unafraid to ask for advice or support when necessary.  

 
Qualifications 
• You’re a people person. Love ‘em all, even the ones that make ya work for it! It’s all about the relationship. 

You’re not afraid to pick up the phone and handle difficult situations calmly and quickly. 
• You’ve got agency experience. You’ve been there and done that. You’ll need to have experience in 

communicating with clients and an agency team of designers, writers, planners and programmers. 
• You’ve been a part of brand’s success stories. Once you’ve tasted that success, we know you’ll never settle for 

anything less than the biggest and best. 
• You’re buttoned up. Got to be organized and detail oriented. You’re personable and professional. 
• You’re creative and a forward-thinker. Offering your clients and team different ways to solve marketing 

challenges. 
• You’ve remained a student. You have the desire to learn, work hard, and to grow your career within the agency. 

 
 
 
Company Description: 
www.greenlightad.com 
 
Big ideas start here. 
 
Any agency can talk big — but at greenlight, we believe actions speak louder than words. We could tell you about 
our big-name clients, big ideas, and big-picture strategies. Or, you could check out our case studies, and let the 
results speak for themselves. We could talk to you about our creative thinking, unique branding and talented 
designers. But we’d rather just show you. We could go on and on about our exceptional client service and down-to-
earth people. Or, you could just come in and meet us. 
 
We love advertising — and we could talk about brand strategy all day. But at the end of the day, it’s not about what 
we say. It’s about what we do. And we do great work. More importantly, we do work that creates impressive results 
for our clients, which range from Fortune 500 companies to medium-sized businesses. We start compelling brand 
conversations, and create smart strategies for stronger communication. Greenlight is a channel-neutral, integrated 
agency that brings brands big agency thinking, with boutique service. It’s what makes us strong, nimble, and 
creative. And it’s also what makes our clients stand out from the competition. 


