JOB DESCRIPTION

	1. 
JOB DETAILS

Title:

Account Executive

Department:
Client Team 

	

	2. OUR ACCOUNT MANAGEMENT PRINCIPLES

We aim to do our jobs brilliantly.

We provide the kind of expertise that means you can really rely on us.
Our job is to provide service that you’d tell your friends about, service that goes a little bit further and comes with a personal touch.  
It’s fun to work with us. We make the clients feel like it is a good experience working with The Leith Agency.


	

	3.  
JOB PURPOSE

To manage the efficient production of campaigns through the agency on brief, on time and on budget.

	

	4.  
KEY RESPONSIBILITIES

Client liaison

Preparing and circulating information for the team and clients: weekly status reports plus other reports as designated (week ahead updates, competitor news, results analyses, etc).
Preparing for client meetings: arranging diaries and agendas; liasing with to arrange rooms, equipment and hospitality as required.

Attending client meetings as required and preparing accurate contact reports within 48 hours of meeting.
Helping to ensure that good relationships with colleagues and with clients are maintained.
Project management

Briefing internal departments and, where specified, external suppliers on requirements and job progress.  As delegated by account team, to include drafting the necessary documentation specified in the agency procedures (Synergist, traffic status, finance WIP etc).
Checking jobs as required for accuracy.

Checking with other departments and, where specified, external suppliers that deadlines are understood and will be met.

Helping account team to keep clients fully informed of project progress.
Working with the account team to prepare and maintain production schedules for projects.
Financial management
Working with account team to prepare fee estimates to clients.
Working with account team to prepare production quotations.
Ensuring that billing is carried out in timely fashion.


	

	5.
SPECIALIST SKILLS
Very good verbal and written communication skills.
Good literacy and numeracy.
The ability to work as part of a team.
The ability to juggle more than one project

The ability to handle stressful situations.
Tact and diplomacy, respect for other people’s opinions.
Tech skills – analytics, word, spreadsheet, and presentation packages.


	

	6.  
PERSONAL QUALITIES
Creativity
Has a keen interest in creative ideas and how they work.

Commercial

Has an awareness of managing costs and keeping within budget.
Brands & strategy

Has an understanding of marketing and client marketplaces
People & leadership

High level of enthusiasm and motivation for the role, showing a lot of initiative

Is a positive and constructive member of the team, with a ‘can do’ attitude


	JOB DESCRIPTION AGREEMENT

Job Holder ……………………………………………………………
Date  …………….

Manager  ……………………………………………………
Date  …………….



