
 

Advertising Operations Manager 

Arlington Magazine explores and celebrates life in Arlington, McLean and Falls Church, 
Virginia. Published six times a year, Arlington Magazine brings the editorial and design 
standards of a national magazine to the community, while covering the lives and lifestyles of 
local residents. ArlingtonMagazine.com is the online lifestyle destination for the communities 
we serve. 

Arlington Magazine is seeking an experienced candidate to manage the advertising operations 
for its print and digital platforms. She/he will be responsible for trafficking print and digital 
advertising, and working closely with clients to ensure the accurate and seamless execution 
of their campaigns. 

Responsibilities include: 
• Coordinate with clients to receive print and digital materials in order to meet 

publishing deadlines. 
• Answer client questions and serve as a resource on ad specs and other requirements. 
• Track and provide reporting on digital ad campaigns for clients and account 

executives. 
• Oversee the production of special sections: assign writers and photographers; help 

manage client expectations and answer questions; make text/design tweaks on layouts 
until client approval is secured. 

• Convert insertion orders to contracts in company’s CRM. 

• Coordinate with Art Director to create the road map/layout for each issue. 
• Prepare invoicing report for finance, including design service and re-touching fees. 
• Collect and approve invoices from advertorial writers, photographers and designers. 

Qualifications include: 
• Experience with print and digital ad trafficking. 
• Knowledge of CRMs, ad managers, digital analytics and Excel/Google Sheets.  
• Proficiency with InDesign and Photoshop. 
• Extraordinary attention to detail and exceptional organizational skills.  
• Enjoys solving problems and making clients happy. 
• Excellent communicator, both verbally and in writing. 
• Collaborative, consultative and empathetic; focused on building relationships. 
• Enjoys working independently and with a team. 
• Strong professionalism, judgment and integrity. 

This position is ideal for individuals who enjoy working with clients and colleagues, solving 
problems and making the trains run on time. Our company is virtual. Candidates must value a 



teleworking environment and be self-starters. Compensation and benefits are commensurate 
with experience. 

Arlington Magazine is an equal opportunity employer. We celebrate and value diversity, and 
we do not discriminate on the basis of race, religion, color, national origin, gender, sexual 
orientation, age, marital status, veteran status or disability status. 

If you would like to join our team, please send your resume and cover letter to 
advertising@arlingtonmagazine.com with “Advertising Operations Manager” in the subject 
line. No phone calls, please. 
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