
CLIENT ACCOUNT 
REPRESENTATIVE
RESPONSIBILITIES

OPPORTUNITY:

Meeting with clients to determine sign and printing needs.
Complete site checks to obtain measurements, photos and pertinent information 
so that the designers can create renderings.
Work directly with the project team to ensure all projects are completed at above customer satisfaction levels.
Entering, maintaining and recording all data of client interactions into our CRM system.
Working with our design department to create proposals and submit to the client for approval.
Collaborating with different departments including designers, production and installers.
Maintaining an understanding of all sign fabrication materials and processes.
Able to work quickly and efficiently to make sure projects are completed in a timely fashion.
Follow-up calls and emails in a timely manner to ensure sales are completed.
Applying for permits when required.
Requesting engineering drawings when required.
Having creative interest in the final product and finished look to ensure client satisfaction.
Leading your daily routine to achieve sales goals.
Knowing what it takes to break down barriers and exceed client expectations.

QUALIFICATIONS
Very detail-oriented, systematic, and organized.
Self-motivated, resourceful, and passionate about your work.
A great communicator both in writing and in person.
An excellent ‘people person’ who can network and represent the brand positively in the community.
Ability to work under pressure on time sensitive projects and troubleshoot certain issues and offer suggestions.
A team player but someone who can work well independently.
Able to manage a wide variety of competing tasks and projects.
Dedicated to the success of the company and always looking to assist in improvement and growth.
A background in construction, signage or printing industry is considered an asset.
Efficiently able to operate Microsoft Office and other software. 
Driver’s license required.

CORE SILLS
Creativity, Determined to Succeed, Great Communications Skills, Highly-Organized,
Issue Resolution, Manage Client Relationships, Problem Solving Skills,
Strong Attention to Detail, Systematic, Project Management, Timely Decision Making

Resume & Cover Letter to: sales@westmountsigns.com

347 Weber St. N. Waterloo, ON  N2J 3H8
519.885.1400   |   www.westmountsigns.com


