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[bookmark: example-of-account-rep-job-description]Example of Account Rep Job Description
Our growing company is looking for an account rep. If you are looking for an exciting place to work, please take a look at the list of qualifications below.
[bookmark: responsibilities-for-account-rep]Responsibilities for account rep
· Back up and vacation coverage for other outreach team members
· NNot Applicable
· Work with carrier and dealer agent leadership to anticipate and solve concerns and plan for upcoming events, seasonal changes, new product launches
· Submits claims and data to insurance carriers
· Serves as a corporate contact for our current national account customers
· Ensures that operating locations are following contract requirements
· Works with operating companies to resolve any customer issues
· Works with the customers on their long term growth strategies
· Works with the operating locations on proposed contracts for these opportunities
· Serves as the point of contact to coordinate a smooth rollout of new business
[bookmark: qualifications-for-account-rep]Qualifications for account rep
· Proficiency in Microsoft Office skills, Word, Excel, Outlook
· The ability to learn new computer programs quickly and efficiently
· Knowledge of hospital billing preferred
· Bachelor in Science /B Pharma/ BE/ BTech in Biomedical Engineering / Bio-instrumentation, Electronics
· PG degree in Business Management (preferred)
· Prior office experience in a healthcare environment, medical terminology, and the ability to multitask and prioritize, preferred
