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JOB DESCRIPTION
Job Title: Short Let Consultant
Department / Function: Short Lets
Reports To: Head of Short Lets
Direct Reports: None
Location: London
Job Grade / Level: D

Job Purpose
To act as a specialist resource and central point of contact for Short Let opportunities across the business, working collaboratively with branch teams to maximise applicant conversion, secure bookings and drive departmental growth.
The Short Let Consultant will be responsible for managing applicant enquiries, identifying suitable property matches across the company network, progressing negotiations and developing strong relationships with internal stakeholders. The role will also support business development, promote awareness of the Short Lets service and provide guidance and training to colleagues.
This is a varied position combining applicant management, negotiation, relationship building and business development, with a key focus on reducing lost opportunities, improving conversion rates and maximising revenue potential.
Key Accountabilities
1. Applicant Management & Conversion
· Act as the central point of contact for Short Let enquiries across the business, ensuring a professional and efficient customer experience.
· Manage applicant pipelines, proactively following up enquiries and progressing negotiations through to successful bookings.
· Identify and maximise opportunities that may otherwise be lost, exploring alternative property solutions where appropriate.
· Match applicants with suitable properties across the company's network.
2. Negotiation & Business Development
· Negotiate and agree offers between applicants and landlords, coordinating all parties through to completion.
· Identify opportunities to generate additional Short Let business and maximise revenue.
· Work alongside the Head of Short Lets to identify market trends, business opportunities and improvements to departmental performance.
· Maintain an understanding of local market conditions, competitor activity and short-term rental demand.
3. Internal Relationship Management & Collaboration
· Build strong working relationships with branch teams to encourage referrals and increase awareness of Short Let opportunities.
· Promote cross-department collaboration, ensuring suitable applicants and properties are shared throughout the business.
· Represent the Short Lets division during branch visits, regional meetings and internal company events.
· Act as an ambassador for the Short Lets department, promoting its services and commercial value.
4. Training & Development
· Support the onboarding and training of new starters across the business.
· Deliver Short Lets guidance, market knowledge and best practice to branch colleagues.
· Provide ongoing support and advice to colleagues to help identify and maximise Short Let opportunities.
5. Administration & Customer Service
· Maintain accurate applicant records, activity logs and reporting through internal systems and CRM platforms.
· Ensure all enquiries, negotiations and bookings are appropriately documented and tracked.
· Deliver consistently high standards of customer service to applicants, landlords and internal stakeholders.
· Contribute to positive customer feedback, repeat business and the overall reputation of the Short Lets division.
Key Performance Indicators (KPIs)
· Conversion rate of Short Let enquiries into completed bookings.
· Number of successful bookings secured and revenue generated.
· Number of applicant opportunities successfully matched with available properties across the company network.
· Reduction in lost enquiries and missed business opportunities.
· Number of referrals and suitable opportunities generated through branch teams.
· Level of engagement and collaboration with branch offices.
· Quality and effectiveness of applicant pipeline management and follow-up activity.
· Customer satisfaction and feedback from applicants, landlords and internal stakeholders.
· Contribution towards departmental revenue and growth targets.
· Effectiveness of training and support delivered to new and existing colleagues.
· Accuracy and consistency of CRM records, administration and reporting.
Knowledge, Skills & Experience
The successful candidate will demonstrate strong experience within the residential lettings or property sector, with the ability to manage a busy pipeline, convert enquiries and build effective relationships across a wider business network.
They will be commercially aware, highly organised and confident in negotiating, identifying opportunities and delivering excellent customer service.
Essential
· Proven experience within a busy lettings, residential leasing or property negotiation environment.
· Demonstrable track record of converting enquiries into completed transactions and achieving performance targets.
· Excellent negotiation skills, with the confidence and ability to close deals.
· Strong organisational skills, with excellent follow-up and pipeline management abilities.
· Excellent verbal and written communication skills.
· Ability to build and maintain strong relationships with stakeholders at all levels.
· Commercial awareness and the ability to identify and maximise business opportunities.
· A strong customer service focus and commitment to delivering an excellent customer experience.
· Confident working independently while collaborating effectively with multiple teams.
· Strong problem-solving skills, with the ability to identify creative and alternative solutions.
· Ability to present information and deliver training or guidance to colleagues.
· High levels of attention to detail and strong administrative standards.
· Good working knowledge of Microsoft Outlook, Word, Excel and CRM systems.
· A proactive, energetic and self-motivated approach.
Desirable
· Previous experience within the Short Lets or short-term rental sector.
· Good working knowledge of the London residential property market.
· Understanding of short-term rental demand, market trends and competitor activity.
· Experience supporting, mentoring or training colleagues.
· Experience working across multiple branch locations or within a centralised specialist department.
· A genuine interest in the growth and development of the short-term rental market.
Behavioural Competencies
Commercial Awareness
· Demonstrates an understanding of business priorities and revenue opportunities.
· Identifies opportunities to maximise conversion and prevent lost business.
· Takes a proactive approach to achieving departmental targets and driving growth.
Relationship Building & Collaboration
· Builds positive and effective working relationships with branch teams, landlords, applicants and colleagues.
· Encourages collaboration and knowledge sharing across the business.
· Acts as a positive ambassador for the Short Lets department.
Communication & Influencing
· Communicates confidently and professionally with a range of stakeholders.
· Demonstrates the ability to negotiate, influence and achieve positive outcomes.
· Confidently shares knowledge, provides guidance and delivers training to colleagues.
Customer Focus
· Consistently delivers a high standard of customer service.
· Understands applicant and landlord requirements and works proactively to meet their needs.
· Takes ownership of enquiries and ensures opportunities are progressed efficiently.
Drive & Results Orientation
· Demonstrates resilience, motivation and a determination to achieve results.
· Takes ownership of the applicant pipeline and follows opportunities through to completion.
· Works proactively to overcome challenges and improve conversion rates.
Organisation & Attention to Detail
· Manages competing priorities effectively within a fast-paced environment.
· Maintains accurate records and ensures consistent follow-up.
· Demonstrates strong administrative discipline and time management.
Problem Solving & Initiative
· Thinks creatively to identify alternative property solutions and prevent lost opportunities.
· Uses initiative to identify improvements and overcome challenges.
· Demonstrates a flexible and adaptable approach to changing business needs.
Learning & Development
· Actively develops knowledge of the Short Lets market and wider property industry.
· Supports the development and knowledge of colleagues through training and guidance.
· Embraces new processes, systems and opportunities for continuous improvement.
What Success Looks Like
· Increased conversion of Short Let enquiries into completed bookings.
· Increased revenue and contribution to the profitability of the Short Lets department.
· Strong engagement and referral activity from branch teams.
· Reduced loss of applicant opportunities through proactive management and alternative property sourcing.
· Positive feedback from applicants, landlords and internal stakeholders.
· Effective training and development support provided to new and existing colleagues.
· Improved awareness and understanding of the Short Lets service throughout the business.
· Consistent identification and delivery of new business opportunities.
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