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Job Title:
Saturday Property Assistant – Sales & Lettings
Department / Function:
Residential Sales & Lettings
Reports To:
Office Manager / Branch Manager
Direct Reports:
None
Location:
London  Location 
Job Grade / Level:
Administrative / Entry-Level Support

Job Purpose:
To provide administrative and front-of-house support to the Sales and Lettings team on Saturdays, ensuring the smooth running of the office and delivering a consistently high standard of customer service.
The role will act as one of the first points of contact for clients, customers, visitors and other stakeholders, creating a welcoming and professional first impression. The successful candidate will support the team with key management, viewing arrangements and identification checks, while maintaining high standards of organisation, accuracy and professionalism.

Key Accountabilities:
· Front of House & Customer Service: Act as the first point of contact for visitors and callers, providing a friendly, professional and welcoming service.
· Telephone Management: Answer incoming calls promptly, handle enquiries where appropriate and direct calls to the relevant team members.
· Key Management: Maintain accurate records of keys entering and leaving the office, ensuring the key log and RPS system are kept up to date.
· Viewing Coordination: Arrange and book property viewings on behalf of negotiators when they are unavailable, ensuring appointments are accurately recorded.
· Identification Verification: Check and verify identification documents from relevant parties in line with company procedures.
· Office Standards: Help maintain a clean, organised and professional office environment, taking personal responsibility for maintaining high standards.
· Team Support: Provide general administrative assistance to the Sales and Lettings team and contribute positively to the smooth running of the office.
· Stakeholder Relationships: Communicate effectively and professionally with clients, customers, colleagues and other stakeholders.

Key Performance Indicators (KPIs):
· Accuracy and completeness of key records within the key log and RPS system.
· Viewings booked accurately and efficiently, with minimal errors.
· Identification documents checked and verified in accordance with company procedures.
· Incoming calls answered and enquiries handled professionally and promptly.
· Positive feedback from clients, visitors and colleagues.
· Consistently high standards of office presentation and organisation.
· Demonstration of reliability, punctuality and effective time management.
· Ability to work independently while contributing effectively to the wider team.

Knowledge, Skills & Experience:
Essential:
· Excellent verbal communication and interpersonal skills.
· Confident and comfortable dealing with a variety of people.
· Friendly, approachable and positive attitude.
· Strong attention to detail and high levels of accuracy.
· Good organisational and time-management skills.
· Ability to work independently and use initiative.
· Professional telephone manner and customer service approach.
· Reliable, punctual and diligent, with a strong sense of personal responsibility.
· Ability to maintain consistently high standards of work.
· A proactive and helpful approach to supporting colleagues and the wider office.
Desirable:
· Previous experience in a customer-facing, administrative or reception-based role.
· Previous experience within residential property, sales or lettings.
· Familiarity with property management or CRM systems, particularly RPS.
· Experience handling keys, booking appointments or coordinating viewings.
· Basic understanding of identity verification procedures.

Behavioural Competencies:
· Customer Focus: Demonstrates a genuine commitment to delivering excellent customer service and creating positive experiences.
· Communication: Communicates confidently, clearly and professionally with clients, colleagues and other stakeholders.
· Attention to Detail: Takes care to ensure information is accurate, records are maintained and tasks are completed thoroughly.
· Personal Accountability: Takes pride in their work, accepts responsibility and consistently delivers to a high standard.
· Positive Attitude: Approachable, enthusiastic and helpful, bringing positivity to the office environment.
· Teamwork: Works collaboratively and makes a positive contribution to office life while also being comfortable working independently.
· Organisation & Prioritisation: Manages competing tasks effectively and remains organised in a busy office environment.
· Professionalism: Maintains a smart, professional and helpful approach at all times.

Other Information:
· Working Hours: Saturdays, 10:00am – 4:00pm.
· Working Pattern: Part-time, Saturday position.
· Working Environment: Office-based, supporting the Residential Sales and Lettings team 
· The role requires a high level of professionalism, reliability and attention to detail.
· The postholder is expected to represent the business positively and maintain confidentiality when handling client information and identification documents.
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