
 

Sales & Marketing 

Specialist 

Location: Cleveland, OH 

Company: Rooftop Green 

Reports to: Rooftop Green President  

Summary of Roles and Responsibilities: 

 Employee will report directly to the President of RooftopGreen LLC, a Dan T. Moore 

Portfolio Company, assisting in the fields of sales and general company development. Most 

roles and responsibilities will be associated with the sales and marketing of a start-up green roof 

tray company, specializing in DIY modular vegetative roofing systems. Ideal candidates will 

have a strong passion for environmental sustainability, with the business competencies 

necessary to complete tasks and meet goals independently of supervisor oversight. Expected to 

report on lead and content generation for Rooftop Green, in addition to tracking and closing 

sales. 

1. Employee will generate sales leads through multiple avenues of marketing (website 

traffic management, represent Rooftop Green at conferences/shows, sales calls, etc). 

a. Employee will be responsible for making marketing materials such as handouts, 

presentation materials, and monthly social media posts for use in assisting 

product sales/marketing. 

b. Close sales opportunities and projects with clients from various backgrounds 

including, but not limited to, residential, large-scale industrial, small-scale 

industrial, education, and city sector. 

c. Represent Rooftop Green at shows and conferences within the industry.   

2. Help in day-to-day startup company needs in an effort to organize and structure Rooftop 

green as a profitable, efficient company. 

a. Maintain and track the status of sales leads in a manageable, easily accessible 

format that can be updated by multiple Rooftop Green employees.  

b. Work closely with marketing director to help generate content for marketing use 

and website changes.  

c. Help finance department file and fill-out POs and invoices on behalf of Rooftop 

Green.  

d. Manage quotes and estimations for local projects and green roof installs. 

e. Identify and address possible association, societies, builder groups, and others 

that might act as potential sales avenues to market and sell Rooftop Green 

Trays.  

3. Employee will provide production notices when greater large projects are coming up as 

required.   

a. Assist in direction of labor to produce trays for orders in a timely fashion.  

b. Provide assistance in obtaining feedback from customers on the install and 

maintenance of trays. 

c. Help market Rooftop Green and similar portfolio companies of the Dan T. Moore 

umbrella for their green features and sustainability efforts.  



 

 

Mandatory Minimum Requirements for Applicants: 

 Undergraduate degree related to the field or fields of: Environmental Science, 

Biology Engineering, Mechanical Engineering, Green Business, and Business 

Management, Urban Design, Urban Architecture.  

 Have functional professional knowledge of all of the following: Excel, PowerPoint, 

Adobe PDF, Word, and Facebook/Twitter/Instagram. 

 Be able to dedicate some hours outside of a typical work day to tasks and 

projects associated with the start-up. 

 Have a, and provide examples of, proficient, concise writing skills that will be the 

basis for much of the communication required of you in the position. 

 Have a general understanding for the necessity of green infrastructure and 

sustainable initiatives in the current business environment.   

 Be able to lift 25lbs for general production assistance purposes. 

 Be able to stand and or walk to long periods of time during the day.  

 


