Job Description

Identification No

IMS-EJS/MD/FIN/HRADM/T/001

Revision Number: 00

Date of Issue

02-01-2026

Revision Date: 01-05-2026

Job Title: Assistant Account Lead
Department: Operations
Reports To: Operations Manager / Account Lead

Job Summary

The Assistant Account Lead provides comprehensive support to the Account Lead in
managing client relationships, coordinating internal teams, and ensuring the successful
delivery of projects and campaigns. The role acts as a bridge between clients and execution
teams, ensuring that client requirements are clearly communicated, timelines are met, and
deliverables meet quality standards. The position requires strong organizational skills,
attention to detail, and the ability to manage multiple priorities in a fast-paced environment.

Key Responsibilities
1. Client Relationship Support

Assist in managing and maintaining day-to-day relationships with assigned clients
Participate in client meetings, briefings, and status updates

Take detailed meeting minutes and distribute action points to relevant teams
Respond to routine client inquiries under supervision of the Account Lead

Help ensure client satisfaction by tracking requests and following up on deliverables

2. Project & Campaign Coordination

Support the Account Lead in developing project timelines, scopes of work, and
deliverable schedules

Coordinate with creative, strategy, media, production, or technical teams to ensure
smooth execution

Track project milestones and proactively flag delays or risks

Ensure all deliverables meet client specifications and internal quality standards
Assist in briefing internal teams using clear and structured documentation

3. Communication & Documentation

Prepare client-facing documents including presentations, reports, proposals, and
status updates

Maintain accurate and updated records of all client communications and project
activities

Ensure proper documentation of briefs, approvals, and feedback cycles

Help manage email communication threads and follow-ups across stakeholders

4. Budget & Administrative Support
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= Assist in tracking project budgets, cost estimates, and expenditures

= Support preparation of invoices and payment tracking in coordination with finance
teams

= Help ensure projects remain within approved budgets and escalate variances when
needed

= Maintain organized filing systems for documents

5. Performance Tracking & Reporting
= Assist in collecting data for campaign performance and project reporting
= Help prepare weekly, monthly, or campaign-end reports for clients
= Summarize insights from performance metrics and team updates
= Support the Account Lead in identifying opportunities for optimization or upselling

6. Internal Coordination & Workflow Management
= Act as a liaison between departments to ensure smooth workflow execution
= Schedule internal and external meetings and ensure stakeholders are well-prepared
= Track task ownership and deadlines across teams
= Follow up to ensure timely completion of assigned tasks

7. Problem Solving & Issue Escalation
= |dentify potential issues in project execution early and escalate to Account Lead
= Support troubleshooting of client concerns or internal bottlenecks
= Help implement corrective actions as directed by senior team members

Key Performance Indicators (KPIs)
= Timely delivery of projects and campaigns
= Client satisfaction and feedback ratings
= Accuracy and completeness of reporting and documentation
= Efficiency in coordinating internal teams
= Ability to reduce errors and missed deadlines
= Budget tracking accuracy
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Employee Acknowledgement and Signature

I, _ Inpo.NE Aloye,  Kidam , acknowledge that | have read and
understood the duties, responsibilities, and requirements outlined in this Job Description for
the position of Front Desk Officer. | agree to perform my duties to the best of my ability and
comply with the company’s policies and procedures.

Employee Name: | ppoo(n NI Aloye  Kidar
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Employee Signature:

Date: 01 /65/2026
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