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POSITION DESCRIPTION

Account Coordinator
Reports to:

Account Executive/Sr. Account Executive
Location:

Atlanta, GA
COMPANY:

BKV has been in business for over 25 years and is one of the largest privately owned full-service Direct Response agencies with offices in Atlanta and Kansas City.  With a staff of over 150 professionals, the company maintains a leadership position in creative, marketing, media, interactive, production and database expertise.

Clients include Delta, Equifax, The Salvation Army, Six Flags, The American Red Cross, PRIMEDIA, and AT&T among other progressive organizations.  Superior performance and customer service has allowed BKV to have consistent growth over the years.

CULTURE:

The culture of BKV is truly unique within the advertising business.  At BKV, titles are insignificant and everyone from the president on down fulfills an active “hands-on” role working as a team to satisfy client projects.  Entrepreneurial in spirit, professionals are encouraged to grow, are treated with respect and work within a team environment where all members are focused on results.  

The success of BKV’s culture can be measured on multiple levels.  First, the company has a very stable team of professionals who have worked for BKV for many years while serving as the core of the culture.  Secondly, layoffs have not been a part of the company’s profile as proven performers are valued and retained. Additionally, the agency has a long history of double-digit growth and profits year over year.

The culture is rapid-paced and flexible to a varied client environment. This demands adherence to the highest industry standards for performance while encouraging individual initiative for success.

The Position:

The Account Coordinator is an entry-level account service position that primarily assists other account service staff members on a team, i.e. Account Executive, Account Supervisor.
Responsibilities:

· Proof art proofs, setups, content, and complex spreadsheets

· Submit job/change orders

· Log information into billing spreadsheets

· Enter mailing responses into complex client database and assist with results reporting

· Receive & organize direct mail samples

· File job paperwork and invoices

· Send client daily reports

· Provide support to other team members on an as needed basis 

· Perform other duties as assigned

 Qualifications and Requirements:

· Bachelors degree in marketing or related field 

· Prefer minimum of 1 year of experience in agency environment

· Prefer experience with data entry or management of a relational database

· Detail oriented with strong organizational skills

· Quick learner with ability to retain instruction

· Good listener with willingness to take notes 

· Strong skills in MS Excel, Word & PowerPoint

· Strong grammatical and mathematical skills 

· Ability to multi-task and work under pressure in a fast paced environment 

· Must be team-oriented

· Must be willing to perform repetitive/tedious tasks

