	ROLE PROFILE / JOB DESCRIPTION



	JOB TITLE:
	Tenancy Progression Coordinator – Tenancy Progression

	REPORTING TO:
	Manager, Tenancy Progression

	LOCATION:
	Tower Bridge


	PURPOSE 


	The Tenancy Progression Coordinator is responsible for the preparation, coordination, and administration of all tenancy documentation—standard and non‑standard—ensuring full compliance with current lettings legislation and internal policy. 
The role supports the smooth progression of all new tenancies, tenancy variations, renewals, and short‑let agreements.
Maintain excellent communication with Front Office and Lettings Operations teams, uphold departmental minimum standards, and ensure file turnaround, response times, and audit KPIs are consistently achieved.



	ACCOUNTABILITIES

	Tenancy Documentation & Compliance

· Prepare, issue, and coordinate all tenancy documentation for new tenancies, renewals, tenancy variations, and short‑let agreements.

· Ensure all documents comply with the latest lettings legislation, including but not limited to right‑to‑rent, prescribed information, safety certifications, and agency compliance standards.

· Process non‑standard or bespoke agreements, liaising with managers or legal advisors where required.

Tenancy Progression

· Manage the end‑to‑end tenancy progression pipeline from offer acceptance to move‑in, ensuring all documentation, checks, and financials are completed within target turnaround times.

· Coordinate special conditions, addendums, or variations and ensure these are understood and actioned by relevant teams.

· Ensure accurate system updates and audit‑ready record keeping.
Stakeholder Relationships

· Build and maintain strong working relationships with Front Office teams, Branch Managers, Lettings Negotiators, and the wider Operations team.

· Provide clear guidance and regular progress updates to internal teams to support timely tenancy completion.

· Act as the central coordination point for tenancy documentation queries.
Service & Performance Standards

· Consistently achieve departmental minimum standards relating to file turnaround, communication response times, and compliance accuracy.

· Contribute to regular internal audits by ensuring all tenancy files meet required quality and legislative standards.

· Identify process improvements and escalate issues or risks proactively.
Systems & Administration

· Maintain accurate tenancy records across internal systems and digital filing platforms.

· Use CRM, document automation tools, and compliance platforms to ensure data integrity and audit trail completeness.

· Assist with reporting, KPI tracking, and operational updates as required.

Refer and Maximise Business Opportunities:

· Identify and refer opportunities across relevant teams (e.g, Property Management and Sales).

· Promote company services such as Rent Protection in a professional and trusted manner.
Contribute to Team Culture:
· Support colleagues to maintain a collaborative and harmonious working environment.


	SKILLS & ATTRIBUTES:
	· Strong understanding of residential lettings processes and compliance requirements.

· Experience working in a lettings administration, tenancy progression, or property compliance role.

· Excellent written communication skills and high attention to detail.

· Ability to manage multiple tasks and deadlines in a fast‑paced environment.

· Proficiency in Microsoft Office applications (Word, Outlook, Excel).

· Knowledge of tenancy‑management software and document‑automation platforms.

· Familiarity with handling bespoke tenancy agreements or legal addendums.




