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JOB DESCRIPTION
ACCOUNT EXECUTIVE


Date: 2018/03/27
Position: Account Executive Intern (客户执行实习生)
Direct Reporting: Account Manager / Account Director
JOB DESCRIPTION
· Support line manager manage all processes; maintain project workflows on a day-to-day basis.

· Produce Client and team documentation; status reports and contact reports, statement of work documents, cost estimates, project timelines, creative briefs and reviews, and campaign performance reports.

· Manage billings, payments, and creative assets according to the project timeline. 

· Participate in the development of brief/creative strategies.

· Brief Creative Teams and provide guidance to ensure fulfillment of Client objectives and expectations.

· Help create and present Client proposals.

JOB REQUIREMENTS
· Related major in university (incl. Marketing or Advertising).

· Solid understanding of basic marketing principles.
· Detail-oriented, strategically minded, resourceful, organized, and accountable.
· Proven ability to present ideas clearly, comprehensively, and logically.
· Has a positive and assertive attitude and a “can do” spirit.

· Good computer knowledge especially in Microsoft Office. 

· Good written and oral English; CET-6 or above.

· Open-minded and ambitious with high integrity.

About us
Headquartered in Shanghai, TBWA\ China is part of the TBWA\ Worldwide. TBWA\Worldwide (www.tbwa.com) is a top ten ranked global advertising network that holds Disruption® at its core to develop business-changing ideas for the brands it works with.
TBWA\ China includes several agency brands with different specialties. From creative and integrated marketing agency TBWA, experiential marketing agency Auditoire, to retail marketing agency TRO, production agency eg+ and Media Arts Lab that is dedicated to Apple, TBWA\ China aims to challenge the status quo with the most culturally connecting work that cracks our clients’ challenges.
With over 700 talent of different skillsets, TBWA\ China has 6 offices in Greater China, located in Shanghai, Hong Kong, Taipei, Beijing, Guangzhou and Dalian.
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	This job description is designed to help guide you through your day-to-day responsibilities and is by no means a finite list of all your duties.  You should continually strive to improve your own competency and skills to attain the next level.
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