
Account Executive/Business Coordinators

Key Accountabilities:
· In conjunction with more senior members of the Account Service team, delivers communications programmes and solutions to designated clients, in line with service level agreements, project specification, timeframes and budgets 
· Completes administrative requirements such as studio briefing forms and TVP briefing forms
· Develops and maintains relationships with clients at an equivalent level within the portfolio
· Develops a thorough understanding of the requirements of the client's business and utilises this knowledge in account requirements
· May identify opportunities to grow business and generate more revenue within existing accounts and raises them with more senior members of the team 
· Conducts JCEs and JCRs and reviews regularly to ensure management of budgets

Knowledge and Experience: 
· Typically tertiary qualified with graduate experience in a similar communications or account service role
Reports to: 
· Account Manager, Senior Account Manager, Account Director or similar
