STEPHEN AUSTIN JOB DESCRIPTION
	Position: Client Service Account Executive
	Department: Client Service

	Reporting to: Client Service Manager
	Location: Hertford office


	Job Purpose/Overall Responsibility:

The primary objective of the AE role will be to delivery exceptional client service through:

· Supporting the client service team and client service manager in terms of delivery of end products in line with client’s specific brief
· Provision of cover for colleagues as required

· Developing an understanding of client relationships at all levels, clients businesses and industries

· Supporting the department in building strong relationships with clients/customers

· Supporting the business mechanisms to respond positively to external client and potential client requests and requirements

· Representing the clients interests in its dealings with SAS




	Areas of Responsibility:

Account Management

· Primary contact for own client accounts
· To provide holiday cover for colleagues as necessary

· Attend client meetings as and when required

· Manage day to day business of own client accounts, managing processes from enquiry to production and despatch
· Ensure all information is verified and accurate upon completion of jobs to facilitate the invoicing procedures

· Represent SAS to external clients and suppliers 
· Ensure account information within market sector is accurately maintained

· Deal with any non-compliances/client complaints in line with company procedures
· Develop client reports in line with client requirements alongside AM
Data entry/analysis

· Ensure all relevant client information is up to date on the MIS system for own accounts
· Ensure all relevant job information is input accurately and in a timely manner within Prism in relation to own accounts 
· Maintain own accounts client reports providing accurate information in a timely manner 
External client communications

· Manage own accounts correspondence in accordance with SAS guidelines
· Ensure full understanding of production processes that relate to work in question in order to communicate appropriately to clients about progress of their work and the additional services that SAS might employ to improve quality/service
· For own accounts work with internal colleagues to provide best service and support for external clients, maximising the resources internal colleagues can provide
· For own accounts provide regular accurate reports as required on work in progress, stock movements, project reviews etc in timely manner
Key Performance Indicators/Specific Responsibilities:

Account Management

· Working daily with own accounts, ensuring clients enquiries and orders are effectively managed from sales through to production with all information being included on the WIT
· Work with production colleagues on daily basis

· Provide daily query resolution to colleagues on works in progress

· Attend client meetings as required

· As primary internal contact on own accounts maintain contact daily, weekly whilst job(s) in progress 
· Work with colleagues to ensure client complaints are reported accurately - zero tolerance of failure to follow non-compliance procedure

Data Entry/Analysis

· Use MIS system on daily basis to produce jobs, analyse activity and outcomes for review/client consumption

· Daily production of job tickets

· Accurate completion of sales orders, stock code allocation, purchase order/account coding for own accounts

· Ensure client /contact information is up to date on Prism for own accounts

· Basic reports via Prism/Excel to report on work in progress, work flow, etc (daily/weekly as required)


This is an overview of the role and does not necessarily encompass all aspects of the position.
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