


Job Description – Hodsons – Senior Sales Negotiator – Vacant

Job Title:		Senior Sales Negotiator 

Department:	Sales / Estate Agents 

Reports to:		Branch Manager, Didcot

Based:		Didcot

Hours:	FTE / average 39.5 hours per week (Hodsons hours Monday to Friday 9-6, Saturday 9-5)

Working pattern:	Week One: Monday to Friday 9-6 (40 hours)
Week Two: Monday 9-6, Wednesday 9-6, Thursday 9-6, Friday 9-6, Saturday 9-5 (39 hours)
Lieu Day taken on Tuesday in Week 2 for demonstrative purposes; this can be adjusted to suit your preference

Salary & benefits:  	Highly competitive salary + commission 
Mileage expenses (In line with HMRC guidance)
25 days holiday + usual bank holidays 
BUPA Private Medical insurance
Additional day off for your birthday

Pension:	5% employer pension contributions on qualifying earnings 

Start date:		ASAP


Reporting to the Branch Manager, the Senior Sales Negotiator is responsible for:

1. Meeting or exceeding the branch turnover.
2. Ensuring that the level of service is consistently high.

In addition, the Senior Sales Negotiator is responsible for:

Client Care - Negotiations
· Good communication with all clients
· Professional negotiation and progression of sales
· Client / vendor feedback 
· Visiting clients and viewing properties
· Maintaining latest knowledge of the housing market in general and the history and stage of each sale in particular

Sales Details
· Organising sales particulars, photographs and floorplans and liaising with outsourcing company.

Sales, Marketing & Customer Service
· Being a professional first point of contact for clients.
· Achieving a good working knowledge of the internal office systems and procedures and being fully able to multitask between varying office functions: E.g.:
· Booking in clients
· Arranging valuations, take ons & viewings
· Accompanying viewings 
· Following up viewings
· Dealing with offers 

· Contributing towards the marketing and presentation of property details, complying with the Estate Agency Acts and ensuring high standards are consistently maintained.
· Ensuring the office environment is marketed to a high standard.
· At all times, representing Hodsons in a positive style, performing in a confident and professional manner whilst hitting targets.
· Full and complete understanding of legislation involved in the selling process including the Property Misdescriptions Act.
· Handling complaints in a fully professional manner and resolving in a suitable manner where appropriate and informing the Branch Manager at the earliest opportunity.

Accompanied Viewings

· Accompanied viewings.
· Being knowledgeable about the background of properties available for viewing.
· Arriving on time, meeting and greeting clients at the designated properties.
· Imparting relevant information and taking viewers around properties to ensure a thorough and professional viewing.
· Leaving forwarding contact details with the viewer for easy future communication with Hodsons.

Office

· Attending daily team meetings and staying abreast of ongoing business developments.
· Being fully aware and adhering to HR systems and procedures.
· Notifying the Branch Manager of any personal training requirements and agreeing the most effective training course.
· Making the Branch Manager his or her first point of contact for any issues they cannot resolve themselves.

IT
· In conjunction with the Branch Manager, ensuring that to the fullest extent they are trained and conversant with the relevant office IT. 

Other -

· Hand delivering post.
· Collection of stolen signs.
· Tabbing up property keys.
· Ensuring office and car parking areas are safely secured where appropriate.
· Abiding by all Company Health & Safety procedures.
· If a car user, ensuring all areas of the company car policy is adhered to.
· Carry out any other reasonable task that may be requested by the Branch Manager.



Person specification


1. A good negotiator and communicator.

1. A computer literate person.
 
1. A well-organised and flexible person. 
 
1. A person who can be proactive and work under pressure. 
 
1. A calm and confident person with good interpersonal skills.

1. A team player with a friendly approach. 

1. Full clean driving licence.






