
 ACCOUNT SUPERVISOR 
 

 

 

 
Salary: $70,000-$85,000 
Location: Northeast Ohio preferred; remote, hybrid or in-office options available 
Status: Full-time 
Experience: 5-10 years; 7+ years ideal 
 
Position Overview 
Roopco is seeking an organized, client-ready Account Supervisor to lead day-to-day client relationships, 
manage integrated communications projects and contribute to agency growth. This role is ideal for a 
mid-level communications professional who can independently manage accounts, produce strong 
content and keep work moving efficiently. The Account Supervisor serves as a trusted client contact, 
ensuring deliverables are strategic, accurate and on time. 
 
The ideal candidate brings strong writing, project management and client service skills, digital marketing 
fluency, sound judgment, attention to detail and a proactive mindset. They should also demonstrate a 
growth mindset, identifying opportunities to expand client relationships and generate new business 
opportunities. Comfort using AI tools to enhance research, drafting and workflow efficiency is expected. 
 
About Roopco 
Roopco is a strategic content marketing agency serving B2B companies seeking to amplify their 
communications. Based in Cleveland, Ohio, the firm helps its clients increase awareness, generate 
qualified leads and close more sales. Our team works as an extension of our clients, supporting their 
strategy, content, digital marketing, media relations, branding, investor communications and corporate 
communications programs. Learn more at www.roopco.com. 
 
Benefits 
We offer remote, hybrid and in-office work options, generous healthcare and retirement benefits, 
support for professional development and bonuses. 
 
Key Responsibilities 
 
Client & Account Management 

• Serve as the day-to-day contact for assigned clients. 
• Lead regular check-ins, status updates and project communication. 
• Understand client goals, industries and audiences. 
• Anticipate needs, identify issues and recommend solutions. 
• Maintain strong client relationships and support account growth. 
• Escalate strategic or sensitive matters as needed. 

 
Project Management 

• Oversee projects from planning through execution. 
• Maintain timelines, scopes and deliverables. 
• Coordinate internal teams and external partners. 
• Monitor progress, flag risks early and ensure accountability. 
• Support efficient use of time and budgets. 
• Improve workflows, tools and processes. 

http://www.roopco.com/


Roopco 
Account Supervisor 
 

Page 2 of 3 

 
Content Development 

• Write and edit a range of communications materials, including media pitches, digital content, 
executive communications and marketing assets. 

• Translate complex information into clear, compelling messaging. 
• Ensure accuracy, brand alignment and quality control. 
• Contribute to content planning and campaign ideas. 
• Leverage AI tools responsibly to enhance output and efficiency. 

 
Corporate Communications 

• Support high-stakes corporate communications deliverables. 
• Assist with materials requiring precision, confidentiality and tight timelines. 
• Maintain strong attention to detail and approval processes. 

 
Media & Campaign Execution 

• Develop pitches, story angles and media materials. 
• Support media outreach and coverage tracking. 
• Contribute to integrated campaigns and reporting. 

 
Digital Marketing & Analytics Management 

• Manage digital marketing initiatives across email, social media, paid media and web channels. 
• Develop and manage campaign plans, coordinating execution with internal teams and external 

partners. 
• Monitor performance, analyze results and provide actionable recommendations to improve 

outcomes. 
 
Agency Growth & Business Development 

• Collaborate across internal teams and contribute to a positive, accountable team environment. 
• Support agency growth through active participation in new business efforts, including prospect 

research, meeting preparation, proposal development and strategic planning. 
• Research target companies, industries, decision-makers and referral sources to help identify and 

pursue new opportunities. 
• Contribute ideas for client growth, agency development and business expansion initiatives. 
• Support Roopco marketing, thought leadership, social media and visibility efforts to strengthen 

the agency’s market presence. 
 
Qualifications 

• 5-10 years of relevant experience; agency experience preferred. 
• Strong writing, editing and project management skills. 
• Proven ability to manage clients and multiple projects. 
• Experience with communications campaigns and content programs. 
• Professional communication and organizational skills. 
• Familiarity with media relations, digital marketing and analytics is a plus. 
• Experience with AI tools such as Copilot, ChatGPT, Gemini, Claude, etc. preferred. 

 
You’ll likely thrive in this role if you are: 

• Organized, dependable and detail-oriented 
• Strong writer and clear communicator 
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• Proactive, solutions-oriented and calm under pressure 
• Comfortable managing multiple clients independently 
• Skilled at building strong client relationships and serving as a trusted advisor 
• Curious and engaged in client industries and business outcomes 
• Growth minded and able to help generate new business opportunities. 

 
Career Growth 
This role provides a path to broader account leadership, with opportunities to expand skills in strategy, 
corporate communications, media relations, digital marketing and business development.  
 
To Apply 
We know strong candidates may not meet every qualification listed. If this role sounds like a fit, we 
encourage you to apply by emailing your resume to careers@roopco.com. 
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