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M�P 
ParentMap is hiring a Client Services 

Administrative Assistant 
(Work from home, part-time) 

ParentMap is the Pacific Northwest's leading media company for parents and 

caregivers, providing highly relevant, well-researched and entertaining content to 

families through various integrated publishing channels, including our award-winning 

news magazine, website, annual lecture series and community events. 

ParentMap is looking for a multi-talented Client Services Administrative Assistant to 

support our Advertising Sales department. 

This role will focus on administrative tasks such as entering CRM data, producing client 

mailings, sales outreach, online research, client reporting and other administrative 

support as needed to support the advertising sales team. 

Reports to: Advertising Client Services Manager 

FLSA status: Not Exempt 

Job status: Part-time, 30 hours per week 

Primary areas of responsibility: 

• Create client reports based on provided templates and data

• Assist with prospecting tasks as needed

• Work with the Client Services Manager to execute sales marketing outreach

• Assist with CRM management and data entry

• Send out sales mailings as requested

• Additional sales support tasks as needed




