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Job Description

	Job title:
	Sales Administrator

	Reporting to:
	Senior HomeBuy Initiatives Officer

	Responsible for:
	Administration of all affordable housing products


	Overall purpose of the job



	To provide an efficient and effective administrative service for the HomeBuy Agency and to ensure enquirers and purchasers receive excellent and effective customer service.



	Key contacts 



	Plumlife stakeholders and partners: Developers, Registered Providers, Local  Authorities, Homes and Communities Agency

Solicitors

Financial Advisors


Sales Team

	Main tasks and duties

A combination of all or some of  the following:-
· Work to internal and external procedures on all the affordable products being offered at the time
· Dealing with all sales enquiries received by telephone or through the website

· Ensure contractual procedural deadlines are always met

· Ensure the Plumlife website is kept up to date

· Ensure all shared documents are kept up to date 

· Provide a professional, friendly and efficient service to all clients to ensure a smooth sales process and to avoid the potential for lost business

· Provide excellent customer service to all clients and stakeholders

· Maintain and update filing systems and records
· Carry out daily duties with a ‘can do’ approach while contributing to a friendly, helpful environment for the team and customers
· Provide statistical information for stakeholders, managers or team members
· Participate in the office cover rota, answering telephone calls and taking messages
· Receiving and dealing with visitors to the office in a courteous and helpful manner
· Any other duties reasonably requested



	.



	Signature of job holder:
	

	Date:
	

	Signature of Manager:
	

	Date:
	


Person Specification

	Job Title:
	Sales Administrator

	Department:
	Development/Plumlife

	Grade:
	


	Experience

	Essential
	Desirable

	· Experience of providing effective administrative support

· Experience of delivering a customer focussed service

· Previous office experience 
· Excellent Customer Care Skills
	· Experience in a sales or a property related environment

· Experience of working within a Housing Association, Estate Agents or a House Builder 

· Experience of working with affordable housing

· Experience of working in a performance monitored environment



	
	

	
	

	
	


	Knowledge & Skills

	Essential
	Desirable

	· Previous use of Outlook, Word and Excel 
· Good communication skills and telephone manner

· An understanding of creating and managing databases

· A keen eye for administrative detail as you will need to prepare sales particulars and confirm reservations with both purchasers and solicitors

· Ability to produce documents to a professional standard

· Ability to use own initiative and work under pressure to meet tight deadlines

· Excellent problem solving abilities

· Ability to work effectively as part of a team


	· Understanding of the processes involved in home buying

· Knowledge of affordable housing

· Experience of working with legal documents relating to house purchases



	Personal Attributes

	Essential
	Desirable

	· Highly motivated and proactive person

· Friendly and outgoing

· Committed to detail and administrative accuracy

· Must be able to work on own initiative and without supervision

· A good team player

· Flexible Approach

· Able to prioritise work

· Ability to understand and follow procedures 

· Willing to undertake training and learn new products


	· Full driving licence and access to a vehicle for work 


