

JOB DESCRIPTION




	Job Title: Account Representative
	Job Code:  JE2550

	Department:  General
	Date Created:  January 1991

	Grade:  J17
	Revision Date:  January 2004

	Summary: :      Provides sales and service for Airway Manual standard and tailored services,  NavData services, Flight Planning products, Aviation Training products, and pilot supplies, and cross sell International Trip Planning Services to corporate customers.  

	Principal Responsibilities:

· Provides sales and service support to new and existing corporate flight departments for all Jeppesen products and services.

· Partners with Sales Executives to assist new customers in buying Jeppesen products and services. 
· Coordinates with other departments to service customer needs, and ensuring quality products and services.
· Resolves customer service issues and provides feedback to management.

· Maintains customer records and documentation and ensures records accurately reflect needs and preferences for new products and services.
· Attends aviation trade shows and visits customers to represent and sell Jeppesen products and services.

· Performs other duties as required.

	Reports to:  Supervisor, Customer Service

	Supervisor Responsibilities: None

	Education/Experience Requirements:
· Bachelor of Science degree in Aviation, Marketing or related field or equivalent combination of education and experience.
· Minimum of two (2) years sales experience.

· Minimum of two (2) years customer service experience.

· Minimum of two (2) years experience with developing and/or servicing products & services and order entry systems.

	Competencies: (1) Action Oriented, (15) Customer Focus, (11) Composure, (3) Approachability, (53) Drive for Results, (55) Self Knowledge, (31) Interpersonal Savvy, (43) Perseverance, (40) Dealing with Ambiguity, (6) Career Ambition

	Travel: Less than 15%

	Environment: Office

	Physical Requirements: Sitting, Hearing, Repetitive Motion: No, Lifting N/A


Note:  The statements contained herein are intended to describe the general nature and level of work being performed by employees assigned to this job.  Employees may be required to perform any other job-related duties as requested by their supervisor.
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