
 
 
 
 

 
 
 
 
JOB DESCRIPTION 

 
 
Job Title: Key Account Manager  
 
Facility: Brooklyn Park 
 
Department: Client Services 
 
Reports to: VP of Client Services  
 

 
SUMMARY   
Responsible for overall account management of client specific projects for the organization.  Collaborates with 
and supports Account Executives in the management of sales and relationship with assigned accounts.  
In addition, the position will be assigned to specific key accounts for which they are responsible to function as 
the Inside Account Executive and primary contact representing our organization.  Responsibilities include 
customer relationship management; analysis of customer needs; recommendations, submitting estimates, 
sending price quotes, and working to grow the sales revenue of each account assigned.   Oversees key 
account book of business as assigned.   
 
Key Account Managers are expected to multitask throughout much of the day. Must be able to effectively 
balance daily account management responsibilities, assigned key account book of business, as well as 
analyze the “Time” required for the project, the “Cost” of the project and the overall “Scope” of the project to 
ensure success. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include but are not limited to the following.  Other duties may 
be assigned as needed.  

• Developing and sustaining solid relationships with key clients by contacting them on a regular basis 
and updating them on our capabilities. 

• Acting as the main point of contact between key clients and internal teams. 

• Assist customers in planning jobs, offering creative ideas on design, layout, printing, finishing and 
mailing options. 

• Obtain customer jobs specifications in detail and work with Estimators to provide accurate estimates. 
Review estimates for efficiency and accuracy. Compiles reports on account progress, goals, and 
forecasts. 

• Obtain accurate customer deadlines dates, advise Account Executives and customers with deadlines 
must be changed. 

• Advise customers of prices for author’s alterations and changes of specifications.  

• Obtain approval to authorize plan to proceed with production. 

• Establish final selling price. Negotiate any disputed pricing with customers making every effort to 
balance customer and company needs. 

• Investigates, researches, and resolves escalated client service inquiries. 

• Understand pricing strategies and present pricing on a client-by-client basis. 

• Understand and communicate complex projects to estimators and project managers along with 
changes to those projects as they occur. 

• Monitor jobs and report issues. 

• Strong customer service focus: with the ability to empathize as well as prioritize customer needs. 

• Well-developed interpersonal, communication skills within the organization; all departments 
& professional disciplines. 

• Provides day-to-day project prioritization while working with assigned Account Executive and assigned 
Accounts.  



• Works in partnership with Sales and other departments for timely resolution of client issues.  

• Requires vast knowledge of Print, Kitting/Fulfillment, Lettershop and Data Processing functions as well 
as production workflow. 

• Works closely with Account Executives and Customers directly to service accounts and to meet 
customer requirements via phone, email or in-person.  

• Requires a thorough scoping of the project with either the Account Executive and/or Client to ensure 
we’ve accurately captured the final product requirements. 

• Obtains and translates job specifications.  Scopes the project before going into production to ensure 
we have time, resources and costs aligned with expectations.  

• Identifies risks in the process and communicate to appropriate parties in a timely fashion to ensure 
awareness and planning are adjusted, if needed.   

• Foster and grow relationships with customers and Account Executives to help our organization expand 
our services and offerings with our customers.   

• Responsible for creating the final job ticket which in turn initiates purchases for outside services and/or 
buys with manufacturing support. 

• Communicates potential cost changes on jobs to Account Executive and/or Client directly.  

• Maintains accurate records on all jobs and contact with client and/or Account Executives so both the 
company and client are protected if problems arise later (This may include, but is not limited to, 
customer approvals/sign-offs/job acknowledgements, emails, etc.).  

• Facilitates production planning meetings to arrive at optimal solutions for complex jobs.  

• Finalizes schedule with production and negotiates with respective parties to meet deadlines.  

• Obeys company rules and observes all safety regulations. 

• Operates under limited supervision and relies extensively on experience and judgment to accomplish 
goals.  

• Understands your role in the companies’ Quality Management System regarding ISO.  
 
QUALIFICATIONS 

• High school diploma or equivalent.  

• Bachelor’s Degree preferred but not required. 

• 5+ years related experience. 

• Excellent verbal & written communication skills. 

• Excellent computer skills. 

• Knowledge of estimating standards a plus, but not required. 

• Requires knowledge of Print, Kitting/Fulfillment, Lettershop and Data Processing functions. 

• Requires production workflow planning and knowledge. 

• Past sales experience is preferred. 
 
PHYSICAL REQUIREMENTS  

• Constant strong communication, sitting, and working on a computer.  
• Frequent walking & standing.  
• Occasional lifting 20+lbs, pulling, pushing, bending, reaching, kneeling, stooping, climbing stairs.  

 
Occasional: Occupation requires this activity up to 33% of the time (0 - 2.5 hrs./day of 8-hour day)  
Frequent: Occupation requires this activity from 33%-66% of the time (2.5 - 5.5+ hrs./day of hour 8-hour day) 
Constant: Occupation requires this activity more than 66% of the time (5.5+ hrs./day of 8-hour day) 
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