Job Description – Hodsons – Lettings Co-ordinator – Vacant

Job Title: 	Lettings Co-ordinator
Department:	Lettings
Reports to: 	 	Head of Lettings 
Branch:	Abingdon and Didcot 
Hours:       	FTE / 39.5 hours per week or would consider part time (minimum 30 hours per week, can be flexible on working pattern)
Hours:                     	Monday to Thursday 9am – 6pm, Friday 9am – 5:30pm.  Very occasional Saturday morning may be required with time off in lieu
	Flexible hours/days of the week could be considered for the right candidate,
Salary:	Commensurate with experience 
Pension & holiday:	5% employer / 5% employee pension contributions (on qualifying earnings)
25 days holiday + usual bank holidays (pro-rated to contracted hours where part-time)
Bupa Private Healthcare
Start date:		ASAP



Hodsons

Hodsons is a highly regarded, well established estate agency based in Oxfordshire, specialising in Residential Sales & Lettings. We offer a friendly, hard working environment and pride ourselves on recognising and rewarding good performance.

The Role

To provide professional lettings and tenancy management support services to the Abingdon and Didcot lettings team and to assist with all aspects of such work, helping to achieve great customer care.

The successful candidate will be an experienced professional with a sound knowledge of estate agency, lettings, or property management. They will demonstrate strong administrative skills, excellent customer service, a great team ethic and a can-do attitude.

The role will work closely with and reports to the Head of Lettings.  On a day-to-day basis, the appointed person will receive local support and supervision from the same person, although once familiar with our internal systems and procedures, the successful candidate will be encouraged to work with relative autonomy.

This is an exciting new role giving you the chance to flourish and positively influence a growing department.  


The candidate

We are looking for someone who can help support the growth of the business. If your specialism is in administration and customer service, and you want to work for a market leader, then we want to hear from you. In turn, you will receive comprehensive training and 1-2-1 support from an experienced lettings professional. In turn, we offer a collaborative and friendly working environment, with the opportunity for good career development and personal growth including the chance to gain industry qualifications.

Applicants must be self-motivated, reliable and demonstrate a professional and conscientious approach to their work. They will ideally demonstrate a knowledge of residential lettings work, good technical proficiency, great customer service and a strong attention to detail, alongside knowledge of CRM systems. A full, clean driving licence is essential.

In this role, you will be responsible for the direct management of an assigned property portfolio and will need to keep up-to-date and follow the ever-changing legislation and processes.

Responsibilities:

· Process successful tenancy applications to ensure all tenancies are set up correctly, to include reference management, production of tenancy agreements and service of all correct documentation to the tenants before move in
· Register new deposits for protection ensuring all documentation is served correctly to the tenant
· Organising inventory, check-in and check-out appointments and distribute reports 
· Assist all customer in person/on email, offering the best advice and knowledge, responding promptly to enquiries
· Registering new applicants, understanding their requirements, and qualifying them for suitable properties
· Arranging and accompanying prospective tenants on viewings, providing feedback to landlords
· Preparing tenancy agreements, conducting credit checks, ensuring references are obtained, and verifying compliance with safety regulations
· Booking and carrying out routine property visits, writing up reports and following up on any action required
· Book work orders, obtaining competitive quotes and follow up to ensure prompt action to completion
· Organise timely safety checks and any required remedial works to completion, distributing safety records to all relevant parties
· Invoice processing in a timely manner
· Have relevant conversations with landlords’, tenants, and customers to keep customer satisfaction and resolve any queries and issues
· Identify possible opportunities to enhance level of service, efficiencies, and processes to be discussed with Head of Lettings
· Support audits within the department
· Keep property records up to date
· Assist Head of Lettings with all aspects of compliance

Skills and experience required: 

· Preferably at least 3 years property experience (although we will consider less)
· Ability to remain calm and professional when dealing with challenging situations
· Ability to multi-task and problem solve
· Excellent IT skills, including Microsoft Office, Expert Agent CRM etc
· Excellent written and communication skills
· Strong customer focus, high accuracy, and good attention to detail
· Works well under pressure both individually and as part of the wider team
· Ability to build relationships and recognise when to consult others, quickly establishing trust and credibility
· The willingness to recognise a mistake and learn how to turn it around for next time
· Confidence to deal with a diverse range of tenants and landlords both verbally as well as in writing
· Confident and positive outlook with a questioning mind
· Staying up to date with the latest industry legislation and regulations
· To identify opportunities to cross refer work to other parts of the business
· To abide by all company health and safety procedures
· To meet all compliance requirements, including those related to SRA accounts rules, Anti Bribery, Anti Money Laundering, Data Protection and GDPR
· To become an integral part of the branch team and to represent the team and promote the wider firm in a positive and professional manner
· To participate in business activities and projects as required
· To carry out any other reasonable requests by Head of Lettings



























Person Specification:

	
	Desirable
	Essential

	An experienced professional able to manage small but growing portfolio of properties.
	
	X

	Someone with at least 3 years’ experience of lettings/property management work within a busy high street estate agency or similar.
	X
	

	Local knowledge of area, ideally living with close proximity of our offices.
	
	X

	A person with a good track record in dealing with all or at least most of the responsibilities detailed above.
	X
	

	A person who is well organised and flexible and can report to a senior person and who can then in turn manage and prioritise their own work.
	
	X

	A person who is proactive, can meet deadlines, is client driven, works well under pressure and enjoys a busy office environment.
	
	X

	An excellent communicator who can build positive working relationships with local estate agents, legal teams, and professionals.
	
	X

	Someone who will provide support to other sales staff in the team as may be required.
	
	X

	Someone who will undertake other administrative duties as may reasonably be required from time to time.
	
	X

	Someone who demonstrates professionalism, empathy, discretion, and high levels of confidentiality in all dealings, especially client.
	
	X

	Someone who can type, use WORD, EXCEL and who can learn case management (Street).
	
	X

	Someone familiar with Anti Money Laundering, Anti Bribery, GDPR, EDI, and confidentiality principles and systems.
	X
	

	Someone who can work the hours advertised, spending time in both Abingdon and Didcot offices.
	
	X

	Someone who can work every other Saturday (for time off in lieu).
	X
	

	Someone who will abide by all company HASAW requirements.
	
	X
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