
 

 
 

Key Account Manager 
 

Permanent 
 

Monday to Friday, 8am – 4.30pm  
 

Immediate start 
 

Salary on application 
 

 
Overall Purpose: 
 

- To liaise with customers to ensure their requirements can be met. 
- To create estimates and raise job sheets from customers’ requirements. 

- Output digital artwork to the satisfaction of our customers in an efficient 
manner following written instructions from job sheets. 

- Work to ISO 9001, PS9000 and ISO 14001 standards. 

 

Overall Duties and Responsibilities  
 

- Take customer enquiries via phone, email, enquiry sheet.  Raise estimates 

from these details via our Tharstern MIS system and email the estimate 
letters to customers using our Goldmine system.  Diary estimates for follow 

up calls. 

- Book orders in using the Tharstern MIS system and prepare all related 

paperwork. 

- Raise purchase orders using the Tharstern MIS system. 

- Plan jobs using the Tharstern MIS system and T-card planning board. 

- Liaise with customers to discuss their requirements. 

- To work to the standard operating procedures developed for your job role. 

- When a task has been completed move the relevant T-card to the correct 

position on the production planning board. 

- Liaise closely with other members of the print, finishing and pre-press 

departments to ensure efficient working to enable maximum throughput of 
jobs. 

- Liaise closely with Karen Noden to ensure jobs are worked on in correct 

order to achieve delivery date that our customer is relying on. 

- When dealing directly with customers inform Karen Noden of anything 

which directly affects the cost or delivery timescale to the job. 



 

 

 

- Update returning proofs for amendments on the Tharstern system.   

- Answer the telephone and incoming enquiries via reception. 

- Keep clean and maintain all equipment ensuring necessary spare parts are 
kept in stock.  Maintenance, cleaning and health & safety procedures to be 

completed as per schedules provided. 

- Maintain safe working practises and assure all machines are relevantly 

guarded. 

- Keep design studio/office tidy and presentable. 

- As and when required help out with any other administrative roles. 

 

 

Please apply by completing and returning the attached application form, 

along with your CV to sarah.lloyd@technoprint.net. 

 

 


