JOB DESCRIPTION




REVIEW DATE:
October 2014
JOB CONTEXT

TITLE




Account Manager 

LOCATION
Queen Elizabeth II Centre, Broad Sanctuary, Westminster. London. SW1P 3EE
JOB PURPOSE
Achievement of profitable sales from new and established clients to QEIIC
WORKING HOURS
Annualised Contract 
RESPONSIBLITIES AND RELATIONSHIPS

REPORTS TO 


Senior Account Manager
RESPONSIBLE FOR

No direct report.
INTERNAL RELATIONSHIPS
Commercial Team, Operations Team, Finance, Interface, & IT, Catering
EXTERNAL RELATIONSHIPS
Clients, trade and professional associations
MAIN ACTIVITIES

MJO 
- Main Job Objectives

T
- Tasks

PS
- Performance Standards

Account Management, Enquiry Handling and Selling Skills

MJO
Professionally and effectively employs sales skills to achieve targeted Revenue, by handling incoming enquiries and account managing and developing existing clients


PS
Take accurate enquiry details from clients, and maintain an effective tracking system for enquiries to confirmation or release stage

PS
Effectively manage yield of enquiries to ensure optimum profitability of operation, in conjunction with the Revenue Manager

MJO
Devises and implements proactive detailed Account Development strategies to maximise sales and business mix from established clients and potential new clients
MJO
Develop 20 targeted Development Accounts – revising with Senior Account Manager on monthly basis to achieve targeted revenue per account.
MJO
Increases share of targeted market sectors through research, participation at networking 
events, and targeted proactive sales activities
T
Communicate clear understanding and comprehension of product  knowledge and corporate objectives to clients
Research and Database

MJO
Maintain an accurate and current database
PS
Identify and develop sources of clients

PS
Research potential clients to identify:

· Contact details

· The ‘MAN’ Contacts (Money, Authority, Need)
· Nature of business

· Parent & associate organisations

· Requirement for Conference Meeting and Special Event Services

· Requirement for QEIIC venue, product and services

Customer Contact

MJO
Effectively communicate with clients via telephone, face-to-face and

written communication in order to gain commitment to purchase QEIIC venue, product and services

T
Develop and maintain relationships which benefit both client and QEIIC
T
Overcome client resistance/objections to QEIIC products
T
Advise Commercial Director or client feedback/comments relating to 
product content and pricing as well as QEIIC performance
Activities
MJO
Achieve 10 of face-to-face, qualified Account Development appointments per month with 
clients
PS
Provide a monthly schedule of planned activities
MJO
Achieve sales activities within specified time scales as directed by Commercial Director 
and Senior Account Manager including incoming enquiries, re-soliciting business, and 
proactive account development

PS
To participate in effective revenue management by keeping aware of profitability of 
events, and consulting with Revenue Manager on pricing
Internal Communication Skills

1.  MJO
Initiate, facilitate, motivate and monitor effective communication channels 


between all QEIIC staff in order to maximise sales opportunities
2.  T
Liaise with other members of Commercial Team to actively promote sales 


opportunities, exchange information and best practice and increase 
professionalism and work more effectively
Client Entertaining and Promotional Events

3.  T
Attend client entertaining/networking and promotional events
Representation
4.  T
Represent QEIIC on/within professional bodies and associations in order

 to maximise benefits of membership
Product Knowledge
5.  MJO
Maintain a current and accurate knowledge of QEIIC product
6.  MJO
Be able to match QEIIC product to client’s requirements
7.  PS
Be able to demonstrate a full knowledge of all QEIIC products, relevant

selling points and benefits.

8.  T 
Effectively communicate the benefits of QEIIC to clients

9.  T
Maintain a current and accurate knowledge of competitor products, be

able to highlight their disadvantages and promote relevant QEIIC benefits
10.  T
Keep abreast of competitor activity and recommend any necessary tactical 


action

Administration
11.  MJO
Provide time-phased, qualified reports on achievement and activities
12. T
Plan diary  to make effective use of working day

13.  T 
Maintain accurate records of all contacts with clients

14.  T
Handle correspondence relating to all selling activities

General
15. PS
Maintain high standard of personal presentation.

16. PS
Represent QEIIC in a professional manner at all times

17.  T
Undertake all responsibilities with reference to QEIIC procedures
18.  T
Ensure safe working area and work procedures in compliance with 


QEIIC Health & Safety policy

19.  T
Obtain necessary authority for expenses and record same in line with 


QEIIC policy

20.  T
Undertake any reasonable duties as specified by Commercial Director

Person Specification – Account Manager

	Category
	Requirement
	Essential/ Desirable

	Leading and Communicating
Making Effective Decisions
	Preparation and writing of detailed correspondence with clients to confirm revenue for the Centre.

Reading and understanding research material together with industry information from a number of sources.

Proactively seek information, resources and support from others outside own immediate team in order to help achieve results

Examine complex information and obtain further information to make accurate decisions
	E

D

	Interpersonal Skills

Collaborating and Partnering
	Must perform under pressure and have good decision making, communication and client focused skills. Able to establish rapport, maintain open dialogue and gain commitment from clients.

Must be results orientated.  A high level of self motivation and commitment is essential.
	E

E

	Achieving Commercial Outcomes and Managing a Quality Service
	Effective application of selling skills – Probing client requirements; matching relevant products to requirements and gaining commitment to purchase QEIIC products.

Tenacity in communication and application of selling skills.

Work with team to set priorities, create clear plans and manage all work to meet the needs of the client
	E

E

	Numerical Ability
	Preparation of detailed and competitive cost proposals for clients.

Price comparisons with other venues.

Preparation and interpretation of statistical information relating to sales.

Financial negotiations.
	E

E

D

E

	ICT Skills
	Daily use of a wide variety of office equipment including extensive use of the MIS system
	E

	Knowledge and Experience
	In depth knowledge of sales and negotiation techniques, IT/Telecommunication and Audio Visual Services and equipment and the meetings industry – both nationally and internationally is required.

A background within a service industry, preferably the Conference Industry, in a proactive sales role is essential together with a proven sales record.


	E

E



	Additional Information
	The job holder is expected to attend business functions, promotional events and Account Development meetings both in and outside of QEIIC.
	E




Confirmation of Job Description Review
Review Date: 
The following confirm agreement that current version of the Job Description and Person Specification, as at above date, accurately reflects the relevant job role, skills and attributes required in order to achieve effective delivery of the job role, individual, department and QEIIC objectives.

Job Holder:




Account Manager

Signature:


Line Manager:



Senior Account Manager
Signature:


