	
	JOB DESCRIPTION

	Job Title
	Account Manager
	Job Number
	419

	FLSA Status
	Exempt
	 
	

	Origin Date
	05/01/2002
	Revised Date
	01/15/07


SUMMARY: 

This position is responsible for contributing to the attainment of key local financial goals through the 

achievement of an annual sales plan.  Develops and maintains customer relationships.  Reports 

sales plan status, quote backlog and results to ensure that sales activities support local goals.  
PRIMARY DUTIES AND RESPONSIBILITIES:

· Establish and maintain high-level customer relationships
· Develop and implement sales cycle and business development strategies to yield optimum profit
· Prepare reports to inform management on sales strategies, sales plan status, quote backlog, 
and results
· From time to time assist other departments with project implementation, service activities, 
collection issues and cash management
· May interview, hire, train, mentor, evaluate, and when necessary, terminate assigned personnel or 

make related recommendations in accordance with company policies

· May contribute to department or division strategic planning

· Assist in the development of departmental budgets and in controlling expenses

· Other duties may be assigned
QUALIFICATIONS:  To perform this job successfully, an individual must be able to perform each 

primary duty satisfactorily. The requirements listed below are representative of the education, experience, 

skills and/or abilities required. Reasonable accommodations may be made to enable individuals with 

disabilities to perform the primary duties.


EDUCATION:

· Four (4) year college degree required or equivalent work experience


EXPERIENCE:

· Four years experience required in industry sales  


SKILLS & ABILITIES:

· Strong verbal and written communication skills

· Proficient in Microsoft Office programs including but not limited to, Word, Excel and 

PowerPoint

· Excellent organizational skills

· Excellent leadership skills
· TAC product knowledge is required
PHYSICAL DEMANDS:  The physical demands described here are representative of those that must 

be met by an employee to successfully perform the primary duties of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the primary duties.  

The work is sedentary. Typically the employee may sit comfortably to do the work. However, there may 

be some movement from area to area, transporting of items such as a laptop computer, paper, books, 

luggage and small parts; driving an automobile, etc. 

WORK ENVIRONMENT:  The work environment characteristics described here are representative of 

those an employee encounters while performing the primary duties of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the primary duties.

While performing the primary duties of the job, the employee is regularly exposed to outside weather 

conditions, traveling from one location to another.

