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Idealpeople Job Description – Lead Account Manager

Introduction.

Your appointment as a Lead Account Manager with Idealpeople is an indication of your experience and your achievements as a recruiter, and of the Company’s confidence in your potential as a future Team Leader.  The role carries significant responsibility for helping develop the Team that you have joined. During your probationary period you will be trained in all Idealpeople operational techniques and be mentored with respect to the Idealpeople culture which is the foundation of the Company’s success.  Thereafter, you will be supported by your team in order to help you achieve the highest possible level of individual achievement.  Throughout your time as a Lead Account Manager, you will receive regular training and appraisals in order to help you progress to the next step in your career, Principal Account Manager. Idealpeople set no time limits on either promotion - which is dependent primarily on achieving performance targets set by your Branch Manager - or on rewards, which are dependent only on your personal performance. 

Your reporting chain

Most roles within Idealpeople are independent inasmuch as the Company provides the tools and resources for Team Members to achieve individual success; accordingly you will report directly to your Branch Manager, (name…………) in all professional and personal respects.  During any periods of absence of the Branch Manager, you will report to the nominated Deputy Branch Manager.

Your working hours 

Your normal working hours are laid out in your contract of employment and conform to the government working time directive; however, it is the nature of the recruitment industry that contact with candidates, for example, often requires extended or adjusted working hours in order to achieve your targets.  Your Branch manager will explain to you how this process works and will discuss with you the requirements of adapting working hours to match specific business demands.   

Your individual tasks

The role of Lead Account Manager is designed to provide you with the necessary skills and opportunity to advance as rapidly as possible to the role of Principal Account Manager and beyond.  Your tasks will vary according to the demands of the business but are summarised as follows:

· Learn to use and to maximise the potential of Profile (the Company recruitment database) to find candidates for the roles the Company is required to fill.  Record all information on the database relating to new candidates or clients.  Maintain the database with respect to all candidate and client contact and activity. You will be trained in the basics of Profile by a Team Member or by a Profile specialist (including how to code candidates), and you will be expected to improve your Profile skills through experience.

· Search all on-line sources for potential candidates.

· Write advertising copy for vacancies and deploy it to the Internet.

· Interview potential candidates over the telephone and, when required, face-to-face.  Record all conversations on Profile.

· Write CV summaries, at the required level of quality, for CVs that you present to clients. 

· Arrange interviews between candidates and clients, obtain and record feedback from the interviews and communicate the feedback to candidates and clients.

· Close deals in order to consistently meet and exceed your targets.

· Consistently achieve your monthly productivity targets which are:

· 100 new candidates added to the Profile database

· 48 CVs circulated internally

· 75 CVs sent to clients

· 20 Interviews arranged 

· Maintain regular contact with existing clients and meet with them personally on a regular basis.

· Idealpeople has a sophisticated account management plan which you will be required to implement and support.  This includes the capture and definition of vacancy requirements, management reporting processes, project consultation, regular controls and project close-off.  You will ensure the plan is implemented, wherever possible, on each individual requirement taken and that more junior account managers adhere to and action the plan.

· Continuously seek out new business development opportunities amongst your immediate clients and any others that you may become aware of.    

· As a Lead Account Manager you will be expected to develop your management and leadership skills; consequently, you will mentor new arrivals or more junior team members on a routine basis.   

· Any other tasks as directed by your Branch Manager.

Idealpeople works in a highly technical environment with clients who are often at the leading edge of their technology fields. Consequently, you will also be required to develop and maintain a conceptual level of technical knowledge that will enable you to be conversant with the candidates and clients with whom you work.  This will include, for example, understanding the difference between job-roles and functions, understanding what each client does, knowledge of platforms, languages, methodologies, frameworks, and numerous other technical aspects of the Idealpeople market-place.  Moreover, it is essential that you remain aware of market trends, new developments and current events; therefore you will develop a process of research and information gathering that will keep you routinely informed about the industry.

As a Lead Account Manager you have direct contact with some of the Company’s most valued clients and are therefore an important representative of Idealpeople.  You will ensure that the expectations of your clients are met in full and, wherever possible, exceeded.  You are required to liase closely with your Branch Manager in respect of how you are managing your client relationships and highlight immediately any areas of potential concern.  

Your team tasks.

The Idealpeople philosophy is based firmly on a very strong team culture that supports the achievement of the highest possible level of individual performance.  Your tasks as a member of the Idealpeople Team are as follows:

· Promote the Idealpeople brand in the best possible light at all times.

· Support and assist all other Team Members, whenever practicable, when requested to do so.

· Maintain a clean and tidy workplace (both individual and Team).

· Attend all meetings and training sessions when required to do so.

· Provide ideas and suggestions, at any time, to improve the performance of the Team.

· Follow the guidelines set out in the Team Manual with respect to normal working operations.

