Job Description – Ad Services Assistant Manager

General Description:

Responsibilities:

· Generates Ad Performance Report quarterly 
· Submits activated accounts for billing every month-end

· Transmits turned-in contracts for Upfront Keying

· Prepares sales performance reports weekly and during month-end

· Transmits commencement letters regularly to activated advertisers 
· Facilitates the creation of email blast with respective teams and their actual sending

· Serves as point of contact for advertiser concerns and for sales-related concerns from different sales channels

· Recommends advertisers to be showcased in Juice.ph, Newsletters, and banners for website properties
· Updates Banner ad availability

Requirements:

· Business or marketing-related degree or equivalent professional qualification
· Experience in Sales or Customer Service preferably from Financial Institution or Service Sector

· Detail and Process-oriented

· Excellent research, communication and presentation skills

· Excellent inter-personal skills
· Highly proficient in Microsoft Excel
