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P.O. Box 1998, Columbus, GA 31902 (706) 576-3565
www.dbiradio.com
Job Title: Sales Administrative Assistant
Opening: 10/28/2024 - 11/30/2024
Job Function: To provide essential support to the Sales Department and National Sales Manager
About Us: At Davis Broadcasting, we take pride in being a leading media and advertising agency that offers a dynamic and collaborative work environment. We are seeking a highly motivated and dependable Sales Administrative Assistant with a positive attitude to join our team. The chosen candidate will play a key role in assisting the Sales Department and management staff to meet daily, quarterly, and annual goals.
Key Responsibilities:
· Maintain a calendar of events for the Sales Department. 
· Organize and manage filing for national accounts.
· Attend and actively participate in Sales Department meetings.
· Assist in preparing proposals, correspondence, and scheduling.
· Handle photocopying, faxing, and document filing.
· Utilize Microsoft Office software (Word, Excel, and PowerPoint) to create documents, reports, and presentations.
· Update monthly sales reports for the General Sales Manager.
· Collaborate closely with the General Sales Manager, National Sales Manager, Digital Director, and Account Executives to fulfill additional tasks and reports as required.
· Utilize industry programs such as Nielson/Tapscan, Marketron, and others.
Qualifications:
· A minimum of one year of administrative assistant experience or equivalent.
· Proficiency in Microsoft Office applications (MS Word, Excel, PowerPoint).
· At least two years of college education.
What We Offer: A collaborative and creative work environment that values teamwork and innovation; Comprehensive medical, dental, and vision insurance coverage; 401K plan with company matching to support your long-term financial goals; Paid vacation and holidays to ensure a healthy work-life balance.
Application Process: For consideration, please submit your resume and a cover letter via E-mail or Fax to newhire@dbicolumbus.com or 706-576-3683.
Davis Broadcasting is an equal opportunity employer committed to fostering a diverse and inclusive workplace. We consider all qualified applicants for employment without regard to race, color, religion, gender, sexual orientation, gender identity, national origin, age, genetic information, disability, veteran status, or any other protected status.
[image: FOXIEFINALLOGO.png][image: Macintosh HD:Users:gregdavis:Desktop:Screen Shot 2015-04-14 at 8.40.36 PM.png][image: ]
image1.png
DBi DAVIS BROADCASTING
INCORPORATED




image2.png




image3.jpg
COLUMBUS SPORTS RADIO

85.7 FM

1580 THE ZONE




image4.jpg
columbusginspiration Station





image5.jpg




image6.jpeg
COLUMBUS SPORTS RADIO

85.7 FM

1580 THE ZONE




image7.jpeg
columbusginspiration Station





image8.jpeg




image9.png
ST R&B AND THROWBACKS




image10.png




