
 
 

 

We are currently seeking a full-time Account Coordinator that brings an entrepreneurial, 

results-driven, high-energy approach to our high-profile design and architecture clients. The ideal 

candidate has a can-do attitude, a strong work ethic and strives for accuracy. 

 

Responsibilities 

● Act as the day-to-day point person for multiple client project accounts  

● Collaborate closely with team leadership to create and execute strategies  

● Design and implement social media content calendars 

● Write copy and concept/design for printed and digital collateral including email newsletters, 

website content, blog posts and printed collateral; work closely with with creative team 

members on layout and execution 

● Craft story angles and pitch client stories to local, regional, national and international media 

and blogs 

● Build relationships with editors and research new media contacts and outlets 

 

Qualifications 

● Bachelor’s degree in Communications, Journalism, Public Relations, English, Marketing or a 

related field 

● One to two years of experience in marketing, communications, PR, content marketing or an 

agency setting (internships included) 

● Exceptional writing skills 

● Exhibit strong organizational, presentation and interpersonal skills including the ability to 

juggle multiple assignments / clients and cope with stressful situations; prioritize and handle 

high-volume detail work 

● Be enthusiastic, flexible and willing to go beyond assigned duties 

● Be a strong team player and have the ability to work autonomously 

● Familiarity with social media and online communities in relation to broader media mix 

● Bonus if you have graphic design experience and are proficient in Adobe Creative Cloud 

About Coupar 

Coupar provides simple, innovative solutions for the business of design. We are a full-service design 

support firm and marketing communications agency for interior designers, architects, contractors, 

builders and luxury lifestyle retailers. With roots in the heart of San Francisco’s design district, our 

clients – and their projects – are throughout North America.  

 

Coupar Communications: An integrated marketing communications boutique agency that works 

closely with clients to tell their unique story – and grow their business – within the crowded shelter 

industry. We offer strategic planning to execution across branding, public relations, media relations, 

social media, website development, advertising and partnership development.  
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Studio Coupar: Our team of designers and project managers ensure that client’s projects run 

smoothly behind the scenes through design support, AutoCAD drafting, sourcing, and project 

management. We work in lieu of, or in conjunction with a client’s team, executing initiatives remotely. 

 

How to apply 

We offer the chance to be an integral part of a growing firm, to work with some of the industry's most 

exciting firms, and to learn from experienced design professionals and marketing strategists. If you 

are interested in hearing more about this opportunity, we would love to hear from you! 

Please submit your cover letter and resume to jobs@couparconsulting.com 

(Resumes without a personalized cover letter will not be considered.) 

The subject line should read: Coupar Account Coordinator - [Your Name] 

No phone calls, please. 
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