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Job Description Form 
	UNIT: Business Development 

	DEPARTMENT: Carrier Relations 

	JOB TITLE:  Account Administrator
	JOB CODE:

	JOB SUMMARY:
Commercially handle and manage a range of key accounts with the objective of ensuring profitability and traffic flow.

	REGULAR DUTIES AND RESPONSIBLTIES:

1. Manage and monitor inbound/outbound minutes of key accounts to ensure maximum profitability, this can be achieved by negotiating rates and traffic allowances with customers to produce maximum profit margins.
2. Decrease costs of outbound minutes by approaching vendors according to rate changes in the market.
3. Contact accounts on a daily basis (via e-mail and telephone) in order to balance traffic (inbound and outbound).
4. Monitor and report destinations quality (ASR/ACD, IN/OUT) on a daily basis to ensure that all operations are running efficiently and effectively.
5. Linkup between the NMC and Routing departments respectively to ensure technical issues are being handled in a timely manner. 
6. [bookmark: OLE_LINK1][bookmark: OLE_LINK2]Deal with finance department regarding late or missed payment depending on agreed upon billing terms.
7. Handle dispute forms from the finance department, research and adjust discrepancies in invoices sent to and from accounts. Effective and timely resolution is expected.
8. Work closely with the representatives of a new carrier on identifying business opportunities between both companies by building a business case including all needed materials which support the objective of creating the new interconnection. 
9. Work closely with the routing department to make sure traffic routing is of good quality
10. Research new route combinations to increase traffic volumes from accounts and reduces current costs
11. Upload all customer/vendor rates relevant to account distribution
12. Initiate, maintain up to date carrier information in the system
13. Provide CRD Management with biweekly progress reports on technical, financial, commercial, dispute handling, & routing functions highlighting critical issues
14. Provide Invoices/vendor reports Generation & Control (depending on agreement terms, weekly, semi-monthly or monthly basis, invoices are generated for all customers) to the Finance department. 
15. Fill a General Advise of Routing whereby on a bi-weekly basis, upon rate amendments of vendors, we as the CRD will advise the routing department of the positions that the destinations must hold.
16. Monitor System Performance.
17. Check and solve CDR Problems related to carrier accounts.
18. Perform reprising task when needed.
19. Amend and adjust codes, zone definitions and profiles when needed.
20. Double check with Database Administrator the accuracy of traffic.
21. Follow up on operator rates, progress, & performance handling to be handles by an assignee team member and report back to management for direct communication if there is a lack of communication.  
22. Follow-up and get accordance from CRD management (via e-mail) before applying any new rates (inbound or outbound) or any routing adjustments to the system. 
23. Perform other duties as requested by his/her direct supervisor.


	REPORTING RELATIONSHIP: Carrier Relations team Leader.


	TOOLS, EQUIPMENT AND WORK AIDS:
Laptop, Phone & Office Equipment

	WORKING CONDITIONS:
Internal and external work environment

	EDUCATION:
University Degree in any field related to the business & commercial field.  Management Information Systems is the most suitable.

	KNOWLEDGE AND SKILLS:
· Proactive character 
· Very Good communication skills
· Public Relation
· Positive thinking
· Leadership
· Decision –making
· Problem Solving
· Communications
· Reporting

	TRAINING:
· Leadership
· Marketing and Sales
· Problem Solving
· Communications
· Presentation Skills

	Experience:
· 1-3 years experience in the Sales field

	WORK CONTACTS:
· External: Commercial Representatives of other companies
· Internal: Subordinates, all other departments.


	Employee Signature :
Anthony Semaan

	Date:
04-Sep-2009

	Carrier Relations Team Leader Approval:
JOE BOU DAGHER
	Date:
07-Sep-2009
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