Account Coordinator interview questions
Use these sample Account Coordinator interview questions to evaluate candidates’ skills
objectively and make better hiring decisions.

Account Coordinator Interview Questions
Account Coordinators administer sales procedures by updating customer databases and handling
relevant documents (e.g. contracts and sales proposals.) They work closely with Account
Managers and support their daily activities.
Your ideal candidates for this role should be familiar with back-office sales. They should know how
to conduct market research and create reports on advertising campaigns’ results. Customer
service experience is also helpful, as it gives candidates a greater understanding of how Account
Representatives close sales and increase client satisfaction.
During interviews, test candidates’ knowledge of software that you use, like Salesforce and MS
Excel. If this is an entry-level role, look for candidates who show enthusiasm for marketing and
sales campaigns and are willing to work in a fast-paced environment. For senior-level positions, opt
for candidates who can improve your procedures and suggest ways to boost client engagement.
Related: How to attract and hire entry-level employees

Operational and Situational questions
We’d like to create a video to present our range of products to new customers. How would
you make this video both engaging and informative?
How would you prioritize requests from different Account Representatives or Managers?
Where would you begin if a manager asked you to research a market you weren’t familiar
with?
What would you include in a sales proposal template?

Role-specific questions
What CRM software have you used?
What formulas and charts do you use in Excel to calculate and present annual revenues
from specific clients?
What is your experience with drafting sales contracts?
How do you schedule meetings and calls for your team? Do you use any calendar
applications?
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What’s your experience with creating promotional sales material?

Behavioral questions
Describe a digital or physical filing system you have used in previous positions. How did it
help you organize your records and save time?
Have you ever made a mistake at work (e.g. missed a deadline or used wrong data in a
report?) What did you learn from that experience?
Describe a time you successfully worked with your team to solve a problem. What was your
role in the situation?
Tell me about a time you used your multitasking skills to manage requests from various
accounts on a deadline. How did you prioritize your work?
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