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JOB DESCRIPTION

Job Title:


Account Manager
Department:


Managed Accounts
Reporting to:


Head of Managed Accounts

Core Working Hours:

8.30 am to 5.30 pm Monday to Thursday & 8.30 am to 5.00 pm Friday



Inclusive of one hour unpaid break per day (39.5 hours per week)

Job Purpose
Responsible for meeting or exceeding monthly sales targets through pro-actively developing a sound business account base whilst providing all customers with an exceptional first-class customer service.  Achieving increased sales and new business, resulting in the continued growth of the Company as a whole.
Key Tasks

· Achieve or exceed set monthly sales targets as defined within the contractual offering or as advised to you by Line Management.

· Act as the single point of contact for your customer.  You actively and professionally resolve their queries or issues whilst managing and maintaining expectations.  Be a top provider of excellent customer service. 

· Demonstrate you are a top performer by using your proven Sales skills to convert prospects/accounts and leads into active spending accounts.  

· Pro-actively grow your sales pipeline and win new customers through expanding on existing business leads and generating your own new business opportunities.  

· On a monthly basis, meet and discuss your successes/losses and development with your line manager.  Gaining support, assistance and additional training where you identify a weakness of skill or knowledge.

· Through business development turn accounts and leads into active spending accounts by nurturing the accounts and building sound business relationships and maintaining an on-going professional relationship. 

· Keeping abreast of new products and offerings, you will pro-actively promote and develop brand awareness of Novatech’s PC’s, notebooks, servers, components, peripherals, licensing and connected services to all customers.

· Utilise the various systems in order to accurately maintain a customer history.  Use this information to maximise long term profitable relationships and building on existing and new business plans.

· Liaise with your direct line manager and other members of the Business Sales team on a regular basis to ensure excellent communication, knowledge enhancement and sharing, along with team working and relationships. 

· Liaise with key players and business departments when necessary and in a professional and respectful manner.

· Record prospects and client activity on internal systems, and follow-up as appropriate. 

· Attend departmental and company meetings and internal/external training as required.

· Demonstrate a duty of care and maintain safe working practices whilst undertaking your working duties at all times.

· Work in accordance with Novatech’s Equality and Diversity policy.

· Undertake any other reasonable tasks as directed by line management.

· Work flexibly and be receptive and adaptable to a changing environment within a fast expanding Company.

Consistently demonstrate the behaviours and attitudes of a ‘Novatech Ambassador’.  At all times act respectfully and professionally, regardless of the situation.

This list is not an exhaustive list of duties and you may be liable to undertake such duties as may be reasonably required of you that are within your capability. 
Person Specification:
Skills:

· Good self-management and time management 
· A strong team work ethic

· Knowledge of the IT hardware and technology industry 
· Excellent interpersonal/communication skills, both written and verbal
· Computer literate with knowledge of Excel, Word, PowerPoint and Outlook
· Excellent organisational skills, ability to prioritise, plan and complete tasks

· Performance driven, organised and capable of meeting deadlines and targets

· High levels of resilience, integrity and honesty 

· A positive, proactive and enthusiastic approach with ambition to drive the business forward

Qualifications and Experience:

· Demonstrable experience in a similar role within the IT hardware and technology industry

· Experience of selling B2B solutions 

· Experience with CRM systems

