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Assistant Account Executive

This job description will provide you with guidelines for understanding your responsibilities.  These guidelines may change to meet the specific business needs of the Agency.

REPORTS TO:

Account Supervisor
SUPERVISES:

(Not Applicable)

QUALIFICATIONS:

The qualifications for Assistant Account Executive are:

· BA/BS in advertising, communication, or related field.  

· At least 2 years of professional agency account management experience or related field experience such as sales or marketing.

· Must possess strong computer skills, with working knowledge of a widely utilized spreadsheet and word processing application.

OBJECTIVE:

Facilitate day-to-day aspects of account management and foster clear and effective communication between the Client and Agency.  

JOB RESPONSIBILITIES:

· Become familiar with the scientific background, competition, marketing challenges, marketing plan, and tactical elements of assigned product(s).

· Become familiar with product-related market research techniques and interpretation. 

· Begin learning elements of a strategic marketing communication plan.  

· Know client names, titles and product responsibilities.

· Field phone calls from client and provide prompt follow-up to inquiries.

· Attend client meetings on an as-needed basis.

· Attend professional meetings/seminars when appropriate.

· Make sure that the client signatures are on the Creative Development Input form (CDI) & Creative Development Estimate (CDE) before tactics are initiated at the agency.

· Foster clear communication with agency and client teams.

· Work closely with supervisor to:

· Develop meeting agendas

· Assume responsibility for parts of agenda during meeting when applicable

· Develop effective presentation skills

· Prepare client contact reports

· Prepare CDI’s, work orders, work order revisions, and timelines

· Follow through on post-meeting steps

· Follow through on development of tactical elements

· Prepare CDE’s in conjunction with creative team

· Sign-off on jobs in normal routing process.

· Interact closely with traffic to insure deadline compliance.

· Coordinate agency/client team meetings and distribute all necessary paperwork.

· Work on other agency initiatives on an as-needed basis. 

· Maintain job binders and sample files for brands.

SKILLS REQUIRED:

· Strong communication and organizational skills.

· Resourcefulness.

· Strong interpersonal skills.

· Must possess a complete understanding of agency work flow procedures.

· Demonstrated account leadership, initiative, and willingness to assume greater responsibility.

· Demonstrated ability to manage deadlines.

· Ability to:

· effectively handle multiple assignments at one time.

· provide clear and logical direction on all work orders.

· effectively communicate knowledge of assigned product(s).

GROWTH PATH: 

Increased responsibilities as the Agency and its affiliates continue to grow.  As a general guide, Assistant Account Executive will be trained and developed to become Account Executives.
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