Job Description

Account Executive


	Company Name
	

	Employee Name
	     

	Reports to: 
	Sales Manager

	Hire Date
	     

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

	Status
	


Position Summary:

Through an established network of existing and/or new customers, promote and finalize the sales of XXXXXXX’s full line of stock and custom printed packaging products within an assigned geographic territory.

Duties and Responsibilities:


* Establish and maintain a positive working relationship with customers by providing expertise in the development of customer applications, supply suitable packaging solutions to fulfill these applications.

* Meet / exceed sales quotas for all product categories. Utilize prescribed methods of selling such as account penetration.

* Provide all levels of customer service, before, during and after the order cycle by acting as the company liaison between the customer and all departments within XXXXXXX.

* Prepare company reports, correspondence, activities, expenses, pricing adjustments, market needs, product opportunities in a timely manner.

* Work closely with management to develop new sales strategies, product recommendations, pricing plans.

* Work independently managing assigned territory, expanding/developing accounts.

* Responsible for sales presentations, account penetration, gaining expertise in understanding customer needs.

* Work as part of a team and participate in XXXXXXX’s Total Quality Management efforts.

* All other duties and responsibilities as assigned by Sales Manager.
Qualifications:


* Minimum of High School Diploma or equivalent, Bachelor’s Degree in related field preferred

* Minimum 5 years successful selling experience preferably to corporate/business accounts within the assigned territory

* Ability to do extensive travel within assigned geographic territory / limited travel outside of assigned territory

* Must have regular access to automobile and have clean driving record if the use public transportation is impractical

* Excellent verbal, written and presentation skills

* Graphic Arts background desirable

	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



