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Job Description
Job Title: Regional Office Coordinator (Sales & Lettings)
Department / Function: Lettings and Sales
Reports To: Branch Manager 
Direct Reports: NONE 
Location: Office base with 1 day working from home
Job Grade / Level: E

Job Purpose: Oversee and support multiple offices ensuring smooth, compliant, and efficient operations across the region.

Key Accountabilities:
Continue to perform key coordination and administrative functions as required:
· Administrative Support: Handle documentation, data entry, and correspondence for regional or high-volume offices. Step in to cover local coordinators during absences or peak periods.
· Customer Service: Support escalated client queries, ensuring swift, professional resolutions that align with brand standards.
· Sales Support: Maintain and audit property listings, ensure marketing materials are accurate and consistent, and assist with regional promotional campaigns.
· Operational Management: Oversee office supplies, facilities coordination, and general operational readiness across the region.
· Compliance: Ensure all documentation, marketing, and processes meet regulatory and company compliance standards.

Regional Responsibilities 
Leadership & Oversight
· Supervise, support, and mentor Office Coordinators and Senior Coordinators across the region.
· Conduct regular check-ins with branch coordinators to review workflows, identify training needs, and maintain high performance standards.
· Act as the link between local offices and head office departments (Sales, Lettings, Marketing, Compliance, HR, Finance).
Standardisation & Efficiency
· Implement and maintain consistent administrative processes across all offices.
· Develop and share best practices for documentation, CRM use, customer care, and compliance.
· Identify inefficiencies or duplication across branches and recommend process improvements.
Data & Reporting
· Compile and analyse regional data on listings, transactions, client satisfaction, and process performance.
· Prepare regional performance dashboards and present operational insights to regional leadership.
· Track compliance KPIs (data accuracy, document timeliness, response rates) and implement corrective actions when required.
Training & Development
· Deliver training sessions on systems, compliance, and customer service for new or existing coordinators.
· Support the professional development of office teams, helping build a strong administrative network across the region.
Project & Change Management
· Lead regional initiatives such as system rollouts, new compliance updates, or operational change projects.
· Act as a key contact for feedback and continuous improvement from branch-level staff.
· Support in Regional activities - meetings, plan and organise events. 

Key Performance Indicators (KPIs)
KPIs will focus on delivery, coordination, compliance, and stakeholder management. 

Operational Performance.
· Project delivery: Regional projects or initiatives delivered by agreed deadlines.
· Issue resolution time: Average time to resolve regional issues or escalations.
Coordination & Communication
· Stakeholder satisfaction: Positive feedback score from regional stakeholders (e.g. internal teams, partners, clients).
· Meeting and reporting accuracy: All required regional reports submitted on time and accuracy.
· Cross-team collaboration: Evidence of effective coordination between regional offices or teams.
Compliance & Governance
· Policy compliance: adherence to company policies, procedures, and regulatory requirements within the region.
· Risk management: Timely identification and escalation of regional risks and issues.
Performance & Improvement
· KPI improvement initiatives: Implementation of process improvements per year that enhance regional efficiency.
· Training and capability: Completion of required training by regional teams within agreed timeframes.

Knowledge, Skills & Experience:
Essential:
· Strong multitasker able to balance day-to-day operational duties with regional oversight.
· Excellent communication and interpersonal skills across diverse teams.
· Deep understanding of sales and lettings administrative processes.
· Analytical mindset, able to draw insights from data to inform decisions.
· Proactive leadership and mentoring capabilities.
· High attention to detail with a commitment to compliance and professionalism.

Behavioural Competencies:
· Team Player 
· Mentor mindset 
· Time and Attendance 
· Company Values 

Summary of Progression
	Level
	Focus
	Scope
	Example of Added Value

	Office Coordinator
	Admin & client support
	One office
	Keeps operations running smoothly

	Senior Office Coordinator
	Leadership & process improvement
	One large office
	Improves efficiency & mentors team

	Associate 
	Consistency / Coach / Mentor 
	One/Two large office
	Standardises operations 

	Regional Coordinator
	Strategic oversight & leadership
	Full region
	Drives performance, compliance & innovation
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