POSITION DESCRIPTION:

	Position title:
	
Account Manager

	
Reports to:
	
Team Leader


	Key Accountabilities:
	· Achieving & exceeding set KPI’s
· Managing client expectations of advertising campaigns through Social Media
· Calendar organisation & time management of client portfolio’s
· Making outgoing calls to clients regarding advertising requirements
· Identifying customer needs and providing solutions to those needs
· Administration – Faxing / Emails
· Complete literacy
· Input and maintenance of computer records
· Working within a team environment


	Customer Interface:
	· Interface professionally with clients


	Reporting:
	· Ensure KPI’s are met and exceeded.
· Ensure all processes are completed with 100% accuracy


	Leadership:
	· Demonstrate initiative
· Be flexible and adaptable to change
· Promote a culture which is customer driven
· [bookmark: _GoBack]Be able to articulate and live Telnet’s vision
· 

	Targets:
	· Achieve company KPI’s for accounts and productivity
· Data input with 100% accuracy 
· Multitasked
· Provide complete client satisfaction and excellent customer service.
· Identifying customer needs and providing solutions to those needs 
· Accountability for actions taken.



