Account Executive 

Job Description

· Contact prospective customers to sell radio and digital time for broadcasting station

· The sales process includes but is not limited to:

1. Reach an agreement with the advertiser on an advertising plan

2. Develop a commercial message with the client.

3. Service the account on a regular basis to adjust the commercial message or schedule for seasonality or changing business conditions or opportunities.

4. Make sure the invoices are properly submitted to insure timely payment.  Remember commissions are paid once the client pays their bill.

· Maintain account lists and solicit new business

· Prepare promotion plans, sales literature, and advertising proposals

· Develop and maintain relationships with clients by providing top quality service

· Investigate and resolve customer problems

· Communicate with other departments to assure quality service in placing orders and arranging promotional events

· Responsible for exceeding sales budget and collection of sold accounts

· Attend sales meetings, training sessions and client on location events
