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Position Profile- Account Manager

Reports to: Branch Manager

Skills and Competencies:

Demonstrates excellent listening and communication skills.

Takes charge confidently without being abrasive.

Maintains strong attention to detail.

Consistently follows through on commitments.

Exhibits high-level intelligence, including emotional, critical, and analytical thinking.
Proactively drives resolutions and takes ownership when needed.

Possesses exceptional organizational and planning abilities.

Identifies, recruits, and hires top-performing (“A”) talent.

Coaches and develops team members effectively.

Remains calm and composed under pressure.

Manages schedules accurately, including time-off requests, call-offs, and employee
assignments.

Oversees site data books, job site keys, security systems, and safety protocols.
Maintains thorough documentation of incidents, injuries, disciplinary actions, and
terminations, ensuring accuracy for potential workers’ compensation or unemployment
claims.

Addresses conflict directly and professionally, identifying issues and facilitating
resolution.

Demonstrates strong self-motivation and the ability to work independently.
Demonstrated ability to develop and nurture positive customer relationships.
Cross-trained in multiple locations, environments, and equipment.

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

Common tasks include but are not limited to:

Lead, manage, and hold accountable all direct reports, according to Populist processes
and procedures.

Recruit, interview, hire, and onboard new staff.

Train, develop, and mentor your staff on an ongoing day-to-day basis to drive employee
competence and confidence.

Lead and motivate your team to provide the best customer service.

Check-in and support the performance of your staff on a monthly basis.

Handles problems by providing creative and practical solutions.

Support, participate-in, lead and promote EOS, the Entrepreneurial Operating System.
Evaluate performance using key metrics and address issues to improve it.

Analyze job site budgets and optimize profitability through cost-effective methods.
Acknowledge customer queries in a timely, professional, and effective manner.
Optimize and oversee multiple customer sites effectively and efficiently.
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e Perform administrative duties and conduct thorough customer site inspections.
Evaluate customer site needs to determine appropriate service levels and time
requirements.

e Generate business opportunities (carpet cleaning, floor finishing, paper supplies, etc.)
within the assigned job sites and relay details to the appropriate division in the company.

o Able tofill-in for subordinate roles in area as needed. Must be a competent cleaner and
trainer that is industry specific (or willing to learn) and quick to perform the work as
necessary.

e Maintain optimal safety throughout Area.

Education, Certifications and/or Experience:

e High School Diploma.
e Valid Driver’s License with an insurable driving record.
e At least 3 years of previous management/supervisory experience.

Work Environment:

e Throughout the week, the Account Manager spends time both in the office and at various
job sites, with a flexible schedule.

e Hours can range outside of standard office hours. Some weekends, holidays, nights, and
overnights may be necessary.

e Visiting customer locations, checking in with cleaning professionals, and meeting with
team members.
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