
BMS Direct – Job Description 
 

 

Job Title:   Account Executive 
 
Department:  Sales 
 
Reports To:  V.P. Sales and Marketing 
 
Status:   Exempt 
 
Purpose of Job: Responsible for managing a base of existing accounts which includes introducing new 
products and services to grow these accounts. In addition, a significant amount of time will be spent 
identifying new prospects and implementing sales strategies to secure business within these. Present a 
professional demeanor that reflects the company’s commitment to quality, high ethical standards and 
customer satisfaction. 
 
Essential Duties and Responsibilities: include the following. Other duties may be assigned. 

 Identify customer needs and present solutions across a wide range of products and services to meet 
these needs.  

 Communicate with clients and prospective clients through in person meetings, phone calls, email and 
networking events.  

 Active participation in periodic “account review” meetings for the development and execution of 
sales strategies to drive new business within both current and prospective clients.  

 Prepare estimates and requests for information in a timely manner for both current clients and 
prospective clients. 

 Maintain accurate records of multiple open/pending jobs, across multiple clients, in a clear and 
orderly fashion to ensure up-to-date information is readily available within an electronic work 
environment.   

 Effectively communicate detailed specifications to both internal team members and clients to ensure 
orders for custom products and services are processed, produced and billed in a timely and accurate 
manner.  

 Work closely with Project Management and Production team members in a professional manner to 
clearly communicate scheduling requirements in a dynamic fast paced environment.  

 Maintain current knowledge of USPS regulations and policies as well as good relationships with key 
postal employees. 

 Meet with suppliers to understand new product and service offerings so these can be effectively 
communicated to both current clients and prospective clients.  
 
 
 
 
 
 
 
 
 

 



Qualifications: To succeed in this career and derive the greatest value at a personal and company level, an 
individual must possess the following knowledge, skills, and personal characteristics. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
Education and/or Experience: 

 Bachelor Degree (preferred but not required).  

 Experience selling “solutions oriented” products and services.  

 Preference given to individuals with experience in the printing, mailing, promotional products and 
branded apparel industries.  

 Experience selling within a wide range of vertical markets including; Governmental Services, 
Financial, Healthcare, Hospitality, Not-For-Profit, Associations.  

 Experience selling within various departments of an organization including marketing, finance and 
operations.  

 Strong mathematical skills for calculating various components of project costs and presenting them in 
proposal format to clients and prospective clients.    

 
Interpersonal Skills 

 Excellent written and verbal skills including the ability to communicate at various levels within an 
internal and external organization.  

 Comfortable presenting in both one-on-one and small group settings.  

 Critical thinking skills including the ability to grasp key elements of complex projects and effectively 
communicate requirements across a wide range of “stakeholders”. 

 Analytical skills to review processes within an organization and help develop/execute programs for 
improvements within these.  

 Ability to work independently while at the same time, collaborate in a professional manner within a 
team environment.  

 Excellent listening skills to allow for a thorough understanding of customers needs and effectively 
present customized solutions for meeting these needs.  

 Strong drive for achieving personal goals as well as organizational objectives.    
 
Technical Skills 

 Proficiency in Microsoft suite of tools including; Word, Excel and Outlook.  

 Ability to quickly understand internal software systems required for processing custom quotes, 
production work orders and invoicing clients.  

 Ability to present web-based technology solutions to clients and prospective clients. 
 
Working conditions 
 

 Typical workday: 8:00 – 5:00. 

 Limited overnight travel. 

 Ability to withstand 8 hour periods in tradeshow booths with periodic breaks. 

 Occasional lifting of 10 – 50 pounds.  
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