
JOB DESCRIPTION |  Account Coordinator

The Account Coordinator is an entry-level position in Account Services, where the
fundamental facets of Brand Management are learned. The Account Coordinator
provides support to account executives by tracking job status, and ensuring deadlines
are met. The Account Coordinator supports the rest of the account team to which
he/she is assigned. Bachelor’s degree relating to Advertising and Marketing is
preferred.

WHAT WILL YOU DO?

● Act as the team administrative support and project manager for assigned
accounts

● Manage job change orders and opening new jobs after being properly trained for
accounts

● Facilitate daily communication between account team, creative, and agency
support services

● Work with clients to expedite job completion and keeps them updated on
priorities

● Work to develop schedules for each job and monitors progress against
schedules

● Handle work orders, estimate requests, and assists in writing contact reports
● Assist with job development by communicating changes and keeping team

informed
● Assist with updating client status reports (under supervisor’s guidance)
● Assist Account Executive with projects as needed
● Attend all internal meeting related to assigned projects
● Review category literature and publications
● Provide competitive updates to internal team
● Leave your mark: contribute to the success of a project by bringing your unique

skills and abilities.
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WHAT SHOULD YOU HAVE?

You need to be a highly motivated, organized, and passionate individual willing to tackle
demanding tasks. You will need a strong desire to learn and eagerness to help. To
thrive, the Account Coordinator will be one with an astute attention to detail and quality.

● Bachelor’s degree relating to Communications, Advertising and Marketing
● A passion for creativity
● A desire for excellence and a passion to succeed in a fast moving and

every-evolving environment where everyone is expected to be hands-on
● Strong organizational skills
● Excellent oral and written communication skills
● Strong interpersonal skills

WHAT DO YOU GET?

● 401k
● Health Insurance (PPO & HSA Options)
● Dental and Vision Insurance
● 15 days of PTO a year
● Free Parking
● Salary based on experience

ABOUT CORNETT

Named a 2021 Small Agency of the Year, Gold Southeast by Ad Age. Proudly small,
independent and female-owned.

We’re a collective of fun-loving, intelligent, imaginative, driven and sometimes rowdy
weirdos. Like any good Kentuckian, we’re genuine and hospitable. We don’t like big
egos. We’re open-minded. We play nice. We share. We’re fostering a culture centered
on inclusiveness, where all of our people can show up every day and be 100%
themselves and feel 100% comfortable, celebrated and respected for the perspective
they bring to CORNETT.
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Our goal is to be an agency where any brand can come to us, with any audience and
any challenge, and we’re able to deliver and connect culturally beyond their wildest
expectations.

ABOUT LEXINGTON

If you’ve been to Lexington, you love it. If you haven’t been, you will. A beautiful,
culturally rich place full of good people. For a mid-sized city, we have an oversized but
tight-knit creative community that permeates everything—food, art, bourbon, music,
industry. A little bit Southern, a little bit Midwest, making for a vibe that’s unique but the
best of everything.

We’re surrounded by rolling hills and gorgeous horse farms, with a thriving, bustling and
constantly evolving downtown. Within a short drive, you can see where the Bluegrass
kisses the Appalachian Mountains. You can chase waterfalls. You can hike into absolute
seclusion. And you can explore the Red River Gorge, one of the best-kept geological
wonders in America.

Not to mention, the cost-of-living makes you feel like you’re getting away with
something.

Like we said, there’s a lot to love about our big little city.

WHO IS IN CHARGE HERE?

Position reports to the assigned Account Executives.

The position is located in Lexington, KY.

Please send resumes to Emmy Hartley at emmy@teamcornett.com

mailto:emmy@teamcornett.com

