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Job Description Form 
	UNIT: Business Development 

	DEPARTMENT: Carrier Relations 

	JOB TITLE:  Carrier Relations Team Leader
	JOB CODE:

	JOB SUMMARY:
Supervise and manage the account administrators’ team within the Carrier Relation department and  make sure workflow behavior is following the company’s main mission which is ensuring continuous profitability and cost cutting.

	REGULAR DUTIES AND RESPONSIBLTIES:

DUTIES AS A TEAM LEADER:

1. Ensure a balanced accounts’ distribution between the Carrier Relation team.
2. Change or allocate new accounts for any account administrator depending on opportunity and performance.
3. Monitor performance and progress of the team, each one in reference to his/her accounts.
4. Ask for bi- weekly progress reports from the CRD team.
5. Decide on sale profit margins (With the coordination of Higher Management).
6. Provide the team with weekly Sale and Purchase targets.
7. Provide the team with a monthly pricing range for MADA’s direct destinations.
8. Give authority or reject any proposal of special reduction below the pricing range.
9. Give authority or reject any critical commercial route change proposal from the team.
10. Make contact with new potential customers and Initiate business cases for new interconnections.
11. Distribute all new business cases between the team.
12. Monitor development of all business cases and ask for weekly progress reports from the team.
13. Accept or Reject any business case based on forecasted opportunity amount.
14. Schedule weekly meetings with the team for follow up and orientation purposes.
15. Schedule weekly meetings with other head of departments to ensure continuous communication and coordination between CRD and the other departments.
16. Monitor attendance and productivity of the team.
17. Escalate any urgent issue to the Carrier Relations Manager.
18. Make sure to coordinate any critical action with High Management.
19. Perform other duties as requested by his/her direct supervisor.

DUTIES AS AN ACCOUNT ADMINISTRATOR:

1. Decrease costs of outbound minutes by approaching vendors according to rate changes in the market.
2. Contact accounts on a daily basis (via e-mail and telephone) in order to balance traffic (inbound and outbound).
3. Monitor and report destinations quality (ASR/ACD, IN/OUT) on a daily basis to ensure that all operations are running efficiently and effectively.
4. Linkup between the NMC and Routing departments respectively to ensure technical issues are being handled in a timely manner.
5. [bookmark: OLE_LINK1][bookmark: OLE_LINK2]Deal with finance department regarding late or missed payment depending on agreed upon billing terms.
6. Handle dispute forms from the finance department, research and adjust discrepancies in invoices sent to and from accounts. Effective and timely resolution is expected.
7. 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. 
8. Work closely with the routing department to make sure traffic routing is of good quality
9. Research new route combinations to increase traffic volumes from accounts and reduces current costs
10. Upload all customer/vendor rates relevant to account distribution







	REPORTING RELATIONSHIP: Carrier Relations Manager


	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:
· Excellent Managerial skills
· Decision –making
· Leadership
· Proactive character 
· Very Good communication skills
· Public Relation
· Positive thinking
· Long-term relationship-building skills 
· The ability to work with people in other departments of their company
· In-depth knowledge of the market
· A dedication to customer service
· Problem Solving especially under pressure.






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

	Experience:
· 2-5 years experience in the field

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


	Employee Signature :
Joe Bou Dagher

	Date:
06-Nov-2009

	Approval:

	Date:
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