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FERGUSON ROAD INITIATIVE 

PART TIME ADVERTISING SALES AGENT 

JOB DESCRIPTION 

 
We are looking for a competitive Part/Time Contract Advertising Sales Agent for a small 

nonprofit that publishes and bulk-mails a semi-annual, 24 page news magazine to 18,000 

households in the far East Dallas area.  The publication is completely funded by ad sales, and is 

not subsidized by the nonprofit. 

We need an experienced self-starter person with excellent persuasive skills who is interested in 

helping us retain and grow advertisers for our publication.  Knowledge of far East Dallas is a 

plus. The successful candidate will play a key role in increasing income and revenue by 

managing and negotiating with clients, generating leads, qualifying prospects, and managing all 

aspects of magazine advertising sales. 

 

QUALIFICATIONS: 

 2+ years minimum demonstrated experience in ad sales industry 

 Results oriented 

 Works well without supervision 

 Strong communication, negotiation and interpersonal skills 

 Self-motivated and driven 

 

RESPONSIBILITIES: 

SALES 

 Build and maintain relationships with current advertisers 

 Increase the advertiser base for our magazine by a tangible percentage 

 Research and define the benefits of the 75218 and 75228 area as a target market for 
prospective advertisers 

 Develop sales pitch promoting the target market benefits  

 Develop a prospective advertiser list of businesses and organizations 

 Provide prospective advertisers with advertising sales materials to aid them in choosing 
appropriate service 

 Explain the features of available ad space and their accompanying rates 
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 Maintain good working relationship with clients to ensure effective business dealings 

 Follow-up sales, calls or in person meetings to close sales 

 Help advertisers determine appropriate size ads and marketing ideas for area businesses 

 Work with the organization to review and edit current ad rate sheet 

 Forecast sales, develop “out of the box” sales strategies/models and evaluate their 
effectiveness 

 Meet sales goals set by the organization 

 Must be able to perform cold calling to get the attention of possible clients, and be able 
to walk door-to-door and solicit business 

 Ability to communicate in a clear manner with clients and prospects for them to see the 
benefits of placing ads in our magazine 

 
 
MANAGERIAL 
 

 Communicate and coordinate with the Office Manager so that invoices can be 
submitted in a timely manner 

 Provide the magazine team (Office Manager, Editor, & Board President) with bi-weekly 
updates related to the status of ads sold as well as businesses contacted and the results 

 Work with the Editor to determine the page count for ad sales needed to cover the cost 
of each issue for the correct balance between advertising and editorial space 

 Keep track of ad space sold in terms of page count and ad size sold , with weekly 
communication with Editor 

 Proactively maintain contact with advertisers to ensure they are preparing advertising 
art within the submission timeline 

 Have the ability to review ad art submitted by advertiser to assure correct size and 
format have been submitted before sending to the Editor 

 Ensure client artwork is received by the magazine Editor by deadline 

 Agent will submit a written log with all calls/visits made twice a week – on Tuesdays and 
Fridays - to the Office Manager. Agent is expected to make at least 10 calls/visits per day 
during the sales campaign time frame. 

 Must attend sales briefing meetings setup by the organization 
 
 

COMPENSATION 
 

 This is a Contract Labor position. We will provide a 1099 Misc. form at the end of each 
year. No taxes will be withheld. 

 Hourly stipend is $7.50/hr. + 20% commission on sales to be paid when the ad is paid. 
Hours to be discussed during the interview. 

 This position offers no benefits. 
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TO APPLY: 

 Submit resume detailing your experience. 

 Submit a cover letter explaining why you would be a great fit. 

 Email resume and cover letter to: communityconnection@fergusonroad.org.  

 Please note, NO phone calls regarding this position will be accepted. Questions should 

be emailed. 
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