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Position Profile- Account Assistant

Reports to: Account Manager

Skills and Competencies:

Strong verbal and written communication skills.

Detail-oriented with a high level of accuracy and quality awareness.

Professional and friendly demeanor when interacting with customers and team
members.

Ability to work effectively both independently and as part of a team.

Self-motivated with the ability to identify and complete tasks without direct instruction.
Willingness to learn, grow professionally, and take on new responsibilities.
Demonstrates sound reasoning, common sense, and effective problem-solving abilities.
Commitment to exceptional service and delivering a positive customer experience.
Model company core values and standards.

Be responsive and provide schedule flexibility to support operational needs.

Ability to lead by example and support company culture, mission, and values.
Cross-trained in multiple locations, environments, and equipment.

Proficient in Microsoft Office Suite, Google Docs and Sheets, Adobe Acrobat Standard,
Zoom, and Teams.

Common tasks include but are not limited to:

Perform cleaning duties as needed.

Support schedule coverage by assigning staff to open shifts.

Train new and existing employees according to company and customer standards.
Assist with pick-up and delivery of supplies and equipment.

Conduct building inspections and follow-up checks on cleaning quality and improvement
needs.

Complete special cleaning projects (e.g., deep cleaning, detail work).

Support the implementation of new processes and procedures.

Assist in maintaining operational organization and branch compliance.

Provide support to management with additional operational needs as required.
Supports the Manager as a point of contact for customer interactions.

Assists with administrative duties and site inspections.

Supports the Manager in addressing employee needs and concerns.

Assesses site requirements, including service quality and operational efficiency.

Education, Certifications and/or Experience:

High School Diploma preferred.
Valid Driver’s License required.
Previous experience in a service environment preferred.
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e Successful completion of Training the Trainers, Harassment Training, Conflict-Resolution
Training, Equipment Training and Technical Training.

Work Environment:

¢ Physical requirements may include walking, standing, lifting up to 50 Ibs., bending,
kneeling, pushing/pulling equipment, repetitive arm and body movements.

e Regularly travel to customer sites.

e Flexibility in work hours is required. Operational emergencies or unforeseen events may
necessitate adjustments to your schedule, including work outside your normal hours.
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