
 

Your Edge for Success LLC (YES) 
Alexandria, VA 22312 

Position: Client Services Manager 

Start Date: ASAP 

The client services manager (CSM) oversees satisfactory fulfillment of client services from initial 
contact by interested individuals to the conclusion of their engagement with Your Edge for 
Success LLC (YES).   
 
YES is a fast-growing, six-year-old writing services business based in Lincolnia (west 
Alexandria—not metro accessible). You will be involved in virtually all aspects of running a small 
business. Those interested in a company where they can grow as the company does and earn 
promotions over time will find the position and its potential promotion path especially 
rewarding.  

YES provides services to professionals, nonprofit organizations, and businesses, including 
resume/career transition (82% of our business), grant writing, business writing, ghost writing, 
and editing. The woman-owned company is run by an entrepreneur with a team of highly 
experienced contractors who provide YES’ top-drawer services. We have DC’s top rating on Yelp 
in the writing service and career counseling categories, an A rating on Angie’s List, and an A+ 
rating at the Better Business Bureau. 

Qualifications: 

 The ideal candidate for this position must have outstanding people as well as written 
and oral communication skills, and a natural talent for live (on the phone), courteous, 
and caring interaction with prospects, clients, and writers.  

 Flexibility to confront occasional unforeseen scenarios and resolve issues to the 
satisfaction of all parties is important. 

 Success in this position requires good time management, planning, and acting on 
scheduled tasks, as well as moderate ability to multi-task. 

 Candidate is required to learn and effectively utilize company’s numerous IT 
applications, including custom customer relationship manager (CRM) software, Google 
Calendar, Acuity, MailChimp, HelloSign, QuickBooks Online, merchant processing, MS 
Office, etc. 

 A naturally proactive, creative individual who has the discipline to flawlessly execute 
business processes but has an eye for identifying and recommending improvements is 
preferred. 

• Bachelor’s degree 
• At least one year of customer service experience 
• High degree of professionalism and willingness to be coached 



• Positive attitude, patience, and resourcefulness 
• Absolute reliability 
• Record of achievement, creativity, and drive 

 
You will be responsible for the following: 

1. Client Services. You will handle incoming inquiries from people interested in our 
services, set up consultations as appropriate, and provide consultations to determine 
which services fit the person. You will receive a script and be trained in how to tailor it 
to the prospect’s specific situation. You will also follow up with people who postpone 
their decision until after the call and take care of clients during their service provision 
period, including processing payments. 

2. Writer Management and Support. You will ensure that YES’ 10 resume writers are 
keeping on top of their responsibilities. You will process invoices for YES’ 13 contractors.  
When new writers are engaged, you will onboard them and provide training 
documentation and support. 

3. President Backup. When the owner/president is on leave, you will run the entire 
business with email support from her.  

4. Website. You will work as webmaster of the WordPress website. (This does not require 
previous experience.) 

5. Other responsibilities as assigned. 

Benefits: 
 

• Salary commensurate with experience 
• Health insurance 
• Strong raise and promotion potential tied to business growth 
• SEP pension when fully vested (after three years) 
• Opportunities to build skills and savvy in almost all areas of business 
• Improved people skills through learning communication and sales psychology secrets 
• Professional development by a former diplomat and award-winning writer and her 

senior advisor, a sales and coaching expert 
 

Application Process:  
 
Please see our website, yeswriting.com, for more information about the company.  Please do 
not call or email through the website.   
 
Applications must follow these instructions to be considered: Email resume and cover letter 
highlighting (1) your qualifications to carry out the listed responsibilities and (2) how your 
employment will make the business run smoothly via email addressed to the following:   
 
Ms. Katherine Metres-Akbar 
President 
Your Edge for Success LLC (YES) 
CSM@yeswriting.com 


