Job Description

Account Manager


	Company Name
	

	Employee Name
	     

	Reports to: 
	Sales Manager: Accounts Group

	Hire Date
	     

	Employee Classification:  FORMCHECKBOX 
 Temporary      FORMCHECKBOX 
 Regular Full Time      FORMCHECKBOX 
 Regular Part Time

	Status
	Non-Exempt


Position Summary:

Contact assigned customers on a regular basis via telephone in order to increase revenue, customer retention, new customer acquisitions and profitability.

Duties and Responsibilities:


* Meet or exceed sales goals by:

• Growing revenue of selected accounts by gaining an understanding of each customer’s needs and communicating the benefits of the company and our products best suited to meet those goals.

• Identifying additional decision makers in different departments and locations within those selected accounts.

• Maintaining contact with all assigned customers via the telephone as defined by the calls and talk time goals established by the Sales Manager.

* Develop and maintain professional communication and sales skills.

* Prepare sales forecast reports of open opportunities on a weekly basis.

* Maintain open and effective communication with all company personnel.

* Understand and know how to use basic office equipment.

* Perform related duties as assigned by Sales Manager Accounts Group.
Working Environment/Equipment Used:


* Work is done in an office environment, dress appropriate to business needs

· Daily functions require use of modern technology to include but not limited to: computers, printers, fax machines, and telephones.

Qualifications/Attributes:


* 2+ years of inside sales experience.

* College degree preferred.

* Excellent communication skills, both written and verbal.

* Detailed oriented.

* Team Player

* Self-Motivated, Go-Getter.

	Acknowledgement:

I have received a copy of my job description and I understand the requirements of the Bindery Operator position.



	Employee’s signature


	Date

	Supervisor’s signature


	Date



