Display Ad Rep

SUMMARY:

Serve as a display advertising representative for The Daily Lobo selling newspaper advertising space to third-parties.

DUTIES AND RESPONSIBILITIES:

1. Sell display advertising for The Daily Lobo newspaper.  

2. Establish relationships with clients, contact and maintian accounts, and serve as a general marketing specialist for a variety of businesses.

3. Seek out new clients to advertise over the phone, e-mail, and in-person.

4. Working with clients, design thumbnails of ads to be created bt advertising production staff.

5. Schedule ads in accounting software.

6. Input ads and customer information into accounting software. 

7. Handle payment transactions, entering transactions into accounting software and cash register. 

8. Communicate professionally with customers over the phone, email, and in person.   

9.  Follow opening and closing procedures.  

10. Proof ads on a daily basis.

11. Other job-related duties as assigned.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:

· Good customer service skills. 

· Experience in sales. 

· Must exhibit strong organizational and communication skills. 

· Experience in MS Word, Excel, and Outlook.
· Experience in a deadline situation.
