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Job Description
Job Title:
Office Coordinator
Department / Function:
Sales/Lettings
Reports To:
Sales Manager/Lettings Manager
Direct Reports:
None
Location:
London
Job Grade / Level:
D

Job Purpose:
The Office Coordinator is the first point of contact for anyone visiting the branch and managing incoming calls. You will also support either the Lettings or Sales teams with general administration, anti-money laundering and right-to-rent checks. Ensuring that the office looks spotless at all times is also your responsibility, so you must take personal pride in ensuring high standards are maintained. 
Key Accountabilities:
· Generating canvassing letters to prospective landlords and sellers
· Mail merging
· Booking viewings for negotiators in their absence
· Generating Memorandums of Sale and offer letters 
· Booking market appraisals
· Sending Terms of Business to landlords and vendors 
· Ordering and uploading photos, floor plans and Energy Performance certificates to RPS
· Uploading Land Registry and verifying information
· Stock checking and ordering of stationery
· Keeping Lettings checklists updated
· Carrying out anti-money laundering checks
· Ensuring prospective tenants have the right to rent
· Verifying identification from relevant parties
· Processing supplier invoices in a timely manner 
· Ensuring the office has relevant compliance documentation and health & safety information 
· Monitor the online representation of properties on our portals 

Key Performance Indicators (KPIs):
· Viewing and appraisal booking accuracy
· CRM and data accuracy
· Invoices processed within department SLA 
· Customer satisfaction scores
· AML and Right to Rent compliance

Knowledge, Skills & Experience:
Essential:
· Excellent IT and system skills including Excel, Outlook and Word 

· Excellent written and verbal communication skills 

· Exceptional attention to detail 

· Must thrive on working and delivering consistently high standards under pressure 

· Highly organised with good time management skills

Desirable:
· Previous experience of using Reapit software

· Previous experience of working within an estate agency environment

Behavioural Competencies:

· Be approachable, helpful and project positivity. 

· Confident dealing with people

· Enjoy making a positive contribution to office life independently and as part of the team

· Takes pride in delivering exceptional customer service and high-quality work


Other Information:
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