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Job Title: Sales Coordinator
Location: Battersea and Nine Elms
Salary: £29,000 – £32,000 experience dependant 
Hours: Monday to Friday, 9 am – 6 pm (which includes an unpaid lunch break of 1 hour) 40 hours a week.

We are looking for an organised, proactive, detail orientated and customer focused administrator to join our busy Sales team at Battersea and Nine Elms Estates. 

You will play a vital role in ensuring the smooth running of the sales department. You will be responsible for supporting the team with the day-to-day administrative operations, ensuring properties are marketed correctly and all due diligence and compliance is complete. This role requires high levels of organisation, outstanding customer service and a can-do attitude. 

What you will be doing:

Property & Listing Administration
1. Work with the Sales Manager and Valuer to obtain relevant instruction paperwork ahead of marketing (Terms, AML, service charge / ground rent demands etc)
1. Arrange professional floorplans, photography and other marketing materials as required 
1. Create property listings and brochures for publishing online 
1. Make price changes and other listing amendments as required 
1. Audit property files / listings to ensure they contain up to date financial and compliance information

Sales Progression & Pipeline Support
1. Request and obtain KYC documents from purchasers 
1. Draft Memorandums of Sale
1. Assist Negotiators in completing property information forms 
1. Process exchanges and completions correctly on the system.

Compliance
1. Ensure AML checks are completed and recorded for sellers and buyers
1. Check that required compliance documentation is obtained before marketing
1. Flag missing, expired or incomplete compliance information to the appropriate team member

Office duties
· Answering calls, registering applicants, taking messages 
· Welcoming walk ins 
· Arranging office supplies 
· Adding properties on portals 

Please note this is a guide and other duties may be required



What we are looking for

Essential :
· Excellent communication skills
· Strong Administrative skills
· Ability to use a CRM
· Ability to work at pace
· Ability to work as part of a team
· Highly organised individual
· Customer Service experience
· High level of competence with Microsoft Office 

Desirable :
· Property experience
· Reapit database experience
· Compliance experience and knowledge of AML & GDPR 





We are an equal opportunities employer, we welcome applications from everyone who is excited by the opportunity to join us. At Campions, we are committed to creating a diverse and inclusive workplace. We will thoroughly consider all applications without attention to ethnicity, religion, sexual orientation, gender, identity, family or parental status, national origin, veteran status, neurodiversity status, or disability status.
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