Job Description – Hodsons – Vacant

Job Title: 		Sales Progression Assistant
Department:	Hodsons Estate Agents

Reports to: 		Sales Progression Manager

Location:	220 Broadway, Didcot, Oxon, OX11 8RS 

Hours:	Part time / Minimum 21 hours, up to 35 hours / Flexibility with days and hours between 9:00 am and 5:00 pm 

Start date:		ASAP

Salary and T&C’s:	£26,000 FTE / £15,600 PTE (21 hours) 
5% employer / 5% employee pension contributions on qualifying earnings
25 days holiday + bank holidays (pro-rated to working hours)
`
About the organisation:	Hodsons is a highly regarded and well-established high-street estate agent based in Oxfordshire. We specialise in residential sales and provide a full range of professional property buying and selling services. Our successful team employs approximately 15 sales staff. 


Main purpose of the job:

Working closely with solicitors, estate agents and lenders to ensure a professional service. As a key part of the sales team, the Sales Progression Assistant will assist the Sales Progression Manager with building rapport over the telephone and coordinating communications between our clients and other parties to complete the smooth transaction of sales and to ensure a satisfactory exchange of contracts.


The Candidate

The ideal candidate will be customer focused, an effective communicator, proactive and will enjoy dealing with members of the public, solicitors and other estate agents. They will ideally have experience of working in estate agency and/ or a comparative role. They will have knowledge of office systems and good organisational skills.

Prior office experience in conveyancing or estate agents preferred but not essential; must have proficiency in Microsoft Office and be capable of learning to use a case management system. 

Good communication skills, strong organisation skills; professional telephone manner; the ability to perform under pressure; excellent customer care skills; the ability to maintain strict confidentiality; the ability to prioritize; attention to detail; a positive attitude; reliability and dependability are a must.

They will assist with providing excellent front line telephone support to clients and be a professional point of contact for third parties. 

They will be comfortable front of house and will represent Hodsons in a positive and professional manner. Whilst good training and support will be provided, they will take responsibility to also learn on the job and will assist in building upon an already busy and successful team. 

To provide additional cover to the branch at times to be determined by the Sales Progression Manager.
	


Main duties:

· Sales Progression

· Assist with all aspects of the after-sales process, by telephone, email or by mail
· Communicate and update relevant stakeholders including amongst others, sellers, buyers, solicitors, estate agents, surveyors, financial advisers and trades people	
· Provide a professional rapport and reputation for high quality after-sales care in the region, using good local contacts to facilitate the smooth progression of sales
· Keep accurate and timely notes in relation to sales progression and ensure easy access for the team
· Assess, prioritise and communicate with the chain where applicable to keep relevant parties informed
· Issue standard letters where appropriate
· Liaise with vendors prior to completion to ensure Hodsons holds all keys for the property

· Office Systems

· Achieve a working knowledge of the internal office systems and procedures, to be able to multitask between functions, including booking in clients and arranging surveys
· Learn how to use case management, currently Expert Agent and Street to a high standard
· Complying with the Estate Agency Acts, including developing a good understanding of legislation including the Property Misdescriptions Act
· Assist with any initial complaints in a professional and polite manner, informing the Sales Progression Manager at the earliest opportunity

· Compliance & quality standards

· Ensure compliance with the Solicitors Regulation Authority
· Abide by all company health and safety procedures
· Assist with compliance related matters relevant to the department
· Comply and uphold all company and statutory policies
· If a car user, mobile phone user and or IT user, ensure fully conversant with related policies
· Carry out reasonable tasks that may be requested by your line manager



























Person Specification:

	Criteria
	Desirable
	Essential

	Someone with experience of working in estate agency or conveyancing and enjoys an office environment
	X
	

	Someone who is willing to learn the conveyancing process and assist with sales progression work
	X
	

	Someone who can assist with a busy caseload of properties and can keep all relevant parties up to date by communicating relevant information
	
	X

	Someone who can maintain strict client confidentiality
	
	X

	Someone who enjoys regular client interaction, assisting with queries and problem solving whilst moving the chain along
	
	X

	Someone who can work with a variety of people
	
	X

	A person who is confident and Microsoft suite (Outlook, Windows 10) and who can learn case management packages
	
	X

	Someone who can assist managing changing priorities and who works well under pressure
	
	X

	A person who is well organised and has good attention to detail
	
	X

	A professional, confident verbal good communicator who can present a professional front facing environment and build positive relationships with clients and related parties
	
	X

	Someone who can multitask and answer telephones, transfer calls, deal with client queries, take messages and make appointments
	
	X

	Someone who can work part time from our Didcot and Abingdon offices
	
	X

	Someone who will report to the Sales Progression Manager
	
	X

	Someone who will abide by all company HASAW requirements, Compliance regulations, internal company policies and professional standards
	
	X

	Someone who is smartly presented
	
	X
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