Assistant Lettings Manager

Job Description
We are seeking an experienced and proactive Assistant Lettings Manager to support the Lettings Manager in the day-to-day running of the branch.
The successful candidate will help drive new business, motivate the team and ensure landlords and applicants receive a high level of service. They should have strong knowledge of the local rental market, including rental values, transport links, schools, amenities and new developments.
They will lead by example, support negotiators in achieving their targets and take responsibility for the office when the Lettings Manager is absent.

Key Responsibilities
The Assistant Lettings Manager will support the Lettings Manager in identifying and maximising new business opportunities, including generating market appraisals, securing new instructions and developing relationships with landlords.

Key responsibilities include:
· Conducting market appraisals and helping to secure new lettings and management instructions.
· Building and maintaining strong relationships with landlords, applicants and existing clients.
· Identifying opportunities to win properties currently listed with competing agents.
· Supporting and, when required, leading morning meetings.
· Helping to motivate, coach and develop negotiators.
· Monitoring team activity, including calls, viewings, offers, applicant registrations and new business generation.
· Ensuring available properties are proactively matched to suitable applicants.
· Arranging and conducting viewings.
· Negotiating offers between landlords and applicants.
· Providing landlords with regular feedback on marketing activity, viewings and offers.
· Supporting the progression of agreed lets through referencing, compliance and tenancy progression.
· Ensuring accurate and complete records are maintained on the company’s systems.
· Assisting with the training and induction of new team members.
· Supporting the Lettings Manager with performance management and office standards.
· Ensuring the office operates professionally and in line with company procedures.
· Maintaining high standards of customer service, conduct and presentation.
· Supporting compliance with relevant lettings legislation, Right to Rent requirements and internal procedures.
· Taking responsibility for the running of the branch in the Lettings Manager’s absence.
· Carrying out any other reasonable duties required to support the branch and wider business.


Key Competencies
The successful candidate will demonstrate:
· Previous experience within residential lettings.
· Experience carrying out market appraisals and winning new instructions.
· Strong communication, negotiation and relationship-building skills.
· The ability to motivate and support a lettings team.
· A proactive and commercially focused approach.
· Good knowledge of the local rental market and lettings legislation.
· Strong organisational skills and attention to detail.
· The ability to manage competing priorities in a fast-paced environment.
· A professional and positive approach.
· The ability to lead by example and step up when required.

This is an excellent opportunity for an experienced lettings professional looking to take the next step in their career and develop towards a future Lettings Manager position.
