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Accountability Profile:

	
Job title:

	
Sales and Homeownership Coordinator

	
Employer:

	
Weaver Vale Housing Trust

	
Location:

	
Gadbrook Point, Rudheath Way, Northwich, Cheshire

	
Contract:

	
Fixed Term Maternity Cover (12 months)

	
Annual Salary:

	
£30,857.77

	
Hours of work:

	
37 per week (Working Monday to Friday)


	
Department:

	
Customer, Place and Services (Sales and Homeownership Team)

	
Reporting to:

	
Senior Sales Officer 

	
DBS Requirement for the role:

	
Basic 



The information outlined below is the purpose of the post, i.e., why it exists, and the key accountabilities of the post holder, i.e., the outcomes required of the post. This is not a list of tasks or duties, as post holders are required to perform any reasonable task within their competence to deliver the stated outcomes.

	Job purpose

	
As the Sales and Homeownership Coordinator, you will be part of the Sales and Homeownership Team, providing support and administrative functions across both service areas. 

You will liaise with customers, key external stakeholders, and colleagues.

You will provide administrative support to the Senior Sales Officer for the new sales and rent to buy process, and the Senior Homeownership Services Officer for the resale and staircasing process and the management of our Shared Ownership homes, and engage with customers, consultants, and internal teams.



	Key Accountabilities

	
Sales Administration
 
· To support the Senior Sales Officer with administration of the new sales and rent to buy process, including obtaining and checking documents provided by customers to assess eligibility, and working with solicitors and internal legal teams to achieve sale completions as quickly as possible.
· To support the Senior Sales Officer with sales progression.
· To support the Senior Sales Officer with management of the Prospa CRM database.
· When required, and on an ad-hoc basis, to deputise for the Senior Sales Officer in conducting viewings of new homes with prospective purchasers, completing handovers at completion, handle product choices and offer incentives, when applicable, to secure reservations.
· To support the Senior Sales Officer with the rent to buy tenancy sustainment annual checks.
· To support the Senior Sales Officer with data inputs on QL systems, updates to sales and rent to buy Trackers following scheme handovers.
· To support the Senior Homeownership Services Officer with the marketing of resale properties during the nomination period. 

Customer Experience

· To deliver a high level of professionalism and customer service to customers through the new build customer journey.
· To be an early contact for prospective purchasers and explain the features of shared ownership and developments in an honest and accessible way to customers, inline with the requirements of the Homes England Capital Funding Guide
· To provide follow up courtesy calls and emails to new customers.
· To help co-ordinate customer feedback regarding viewings, sales process experience and the property.
· To work with the Development Coordinator with the production of the Home User
Guides (HUGS) reviewing and updating as necessary.

Marketing & Communication

· To support with internal and external communication and marketing as required.
· To support the Senior Sales Officer and Communications team with online Shared Ownership and Rent to Buy marketing content, including the Prospa Homes website, Rightmove, Share to Buy and social media. 

General 

· To organise purchase order numbers and processing of invoicing via our financial system POP.
· To attend internal and external meetings and events relevant to the job role. 
· To deliver all work in line with the Trusts GDPR, H&S, Financial and People policies and procedures. 
· To ensure that you follow relevant Health and Safety policies and related procedures, keeping up to date with changes and taking action to maintain personal health and safety and that of others. 
· To ensure that you undertake any corporate responsibilities as required.

The Sales and Homeownership Coordinator is expected to approach the post with a flexible attitude, allowing for temporary changes in work patterns or any other duties which, from time to time, might reasonably be expected. 

A clean driving licence and access to a suitably insured vehicle is mandatory for this role.

There will be some cross over between the Sales and Homeownership Coordinator and Development Coordinator role to support the needs of the business during periods of annual leave. 

This job description is not intended to be an exhaustive list but to indicate the main responsibilities of the post. It will be reviewed periodically to consider changes and developments in service requirements.




Person specification

	
	Essential
	Desirable

	
Qualifications
	· Minimum 5 Grade GCSE 4-9 / A* - C including Maths & English Grade C or above or equivalent level of qualification 

· Full UK driving licence and own transport required as you will visit customers.

	· NVQ 3 in Business Administration
  

	Skills
	· Strong written and verbal communication skills. 

· Effective listening skills and a professional telephone manner

· Excellent planning and organisational skills

· Supporting and cooperating

· Delivering results and meeting customer expectations. 

· An analytical mind with the ability to draw conclusions from reports and make recommendations.

	

	
Experience






	· Experience of delivering high quality customer service in a customer focused environment.
 

	· Experience with a housebuilder, contractor, consultant, housing association, or similar desirable. 

· Previous experience within repairs, shared ownership sales or Aftercare in New Homes is desirable.

· Experience of defects resolution and the construction process desirable. 

· Experience of marketing  desirable. 

· Experience of the conveyancing process and working with solicitors is desirable


	
Knowledge






	
· Ability to organise and prioritise work and to adhere to targets and deadlines.

· Ability to identify, build, monitor and maintain constructive relationships with stakeholders

· Excellent communication skills, both written and oral.
· Effective IT skills including intermediate MS. 



	
· Knowledge of QL.
· An understanding of project management principles and risk analysis skills desirable. 

· An understanding of the process of selling a house and an understanding of how Shared Ownership works.








This post is subject to a Basic Disclosure and Baring Services check.

I confirm this is the correct accountability profile for my Sales and Homeownership Coordinator role.
 
Employee Name:

Signature:

Date:
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