
Our company is growing rapidly and is looking to fill the role of network assistant.
To join our growing team, please review the list of responsibilities and
qualifications.

Responsibilities for network assistant

Financial management of projects and consultants/contractors
Management of additional staff requests to support increased work volumes
and/or project based work
Ensure that reliability and performance meets and exceeds current agreed
OLAs for the Global organization
Researches and problem-solves all account issues for sales team
Assist Account Executive and Sales Planner in processing Plans and Orders
for HGTV/DIY Network On-Air Ad Sales (input orders upon receipt from sales
planner)
Create impactful and relevant sales presentations customized for individual
meetings and clients
Check Order confirmation received for any inputting errors and correct split
allocations
Check invoices monthly to ensure that they match the confirmations
Act as back-up liaison between Account Executive and Advertisers
Handle overall administrative work for the Ad Sales Dept

Qualifications for network assistant

Knowledge of standard accounting principles at a minimum
Ability to track and monitor budget spending carefully
2+ years work experience, some administrative experience preferred
Event log correlation tool experience

Example of Network Assistant Job Description
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Act as back-up to Sales Planner to create proposals and pull research for
client meetings


