
 
 

 
 
 

	

ACCOUNT SUPPORT 
 
PROGRESSION OF SUPERVISORS:  Account Support Supervisor, Director of Sales & Marketing, 
Managing Director, Vice President, President  
 
JOB SUMMARY:   Develop and maintain a positive working relationship with each broker while 
accomplishing the specific tasks of the job which include keeping customer information updated and 
accurate, entering all data including incoming orders, changes, claims, CNS’s, etc.  Embody the company 
mission statement in all functions. 
 
ESSENTIAL	FUNCTIONS:	

1. Enter data to achieve the following: 
Ø Efficient and effective processing of information that should be in keeping with the 

specific processes and guidelines utilized by the broker. 
Ø Provide the broker with timely feedback.   

2. Develop and maintain a relationship with the sales and office staff of each broker house that 
result in the continuation of a successful business connection. 

3. Meet deadlines and goals as established by the department. 
4. Communicate effectively with all contacts via phone, e-mail or other forms of communication.  
5. Embrace the customer-first focus of the company. 
6. Independently and effectively organize, prioritize and accomplish multiple tasks with a high 

level of accuracy on a consistent basis after training. 
7. Perform routine daily reports and bi-weekly deadline reports. 
8. Provide backup coverage for the front desk. 

Ø Greet guests and customers in a friendly and courteous manner.  
Ø Answer the telephone in a professional manner and distribute calls to proper 

extensions. 
Ø Check incoming orders via Salesforce throughout the day and distribute as needed. 
Ø Take mail out and distribute incoming mail. 
Ø Prepare shipping labels and outgoing packages along with checking in incoming 

deliveries.  

	
ESSENTIAL	WORK	HABITS:	

1. Adjust schedule daily, weekly or seasonally as directed by Account Support Supervisor.  IE – 
willing to work more or less hours depending on the needs of the department. 

2. Maintain a positive & cooperative attitude with all fellow employees.  Promote positive morale 
within your department by working effectively as a team member. 

3. Demonstrate a high level of professionalism while at work, or while representing the company 
in any capacity. 

4. Accurately uses time clock to change jobs and track job code data. 



 
 

 
 
 

	

5. Strives to learn and improve. Seeks out ways to better themselves and the company. Takes on 
responsibilities, is hardworking and self-motivated.  

 
ESSENTIAL	SKILLS:	

1. Demonstrate proficiency in B2B order entry and changes, manual order entry and changes, 
CNS, claims, reports and accurate loading of information in PICAS and Salesforce after training. 

2. Maintain a high level of knowledge on all Four Star and Proven Winner plants and programs 
after training.  

3. Earn and maintain the trust and respect of all employees, co-workers and customers. 

 
QUALIFICATIONS:	

1. Strong verbal and written communication skills 
2. Demonstrate more than a basic knowledge of Microsoft Office. 
3. Experience with Salesforce or another CRM is a plus. 

	
PHYSICAL	ASPECTS:	

1. Large percentage of time sitting at a desk utilizing a computer and telephone. 
2. Must be able to walk up and down stairs many times per day as needed. 

 


