[image: image1.jpg]Blackadders

SOLICITORS






Job Description
Job Title 
: 
Property Manager
Date
:
31 August 2010
Department
:  
Forfar Office
Responsible to 
:
Director of Property
Job Purpose

To provide market valuation on Property to clients. To take general property enquires from clients by telephone and in person. To co-ordinate and negotiate buying and selling of clients property by liaising with all relevant persons. To inform clients of other services provided by Blackadders, such as mortgages, conveyancing, financial services.  
To continue the development of estate agency within the Forfar Branch. To manage the Forfar property staff and provide the relevant skills and training to be at the cutting edge of Property Services within Blackadders enabling them to advise clients on all aspects of the firm’s services for legal, property, financial and mortgage advice.

Key Responsibilities
1. Attend Client visits and provide market valuations on property and assist in other areas when required.
2. Advise clients on all aspects of buying and selling a property. 
3. Take Client instruction for sale.
4. Prepare draft schedules.
5. Take internal and external photographs of property. 
6. Prepare floor plans of property. 
7. Meet agreed listing, sales and referral targets

8. Assist Sales Consultant to deal with general property sales enquiries by telephone and face to face. Arrange appointments, negotiation of offers, feedback to client regarding the sale of their property. Cover office as required.
9. Dealing with offers and closing dates which involves liaisons with solicitors and surveyors.
10. Viewing feedback to be given to the clients within 48 hours.
11. Managing holidays/absences for property staff in branch office.

12. Monitor performance management, input to annual performance reviews.

13. The role will involve flexible working days as it is expected that some weekend work will be involved to provide support and monitoring for weekend staff as required.
14. Adhere to Blackadders policies and procedures and Law Society of Scotland Regulations, including Money Laundering, Client Charter, Uniform etc. 

15. To ensure that Safe Working Practices are adhered to, in accordance with Health and Safety Legislation and Blackadders LLP.

There may be the requirement to perform duties other than those given in the job description for the post.   The particular duties and responsibilities attached to posts may vary from time to time without changing the general character of the duties or the level of responsibility entailed.   Such variations would not of themselves justify the re-evaluation of a post.   In cases, however, where a permanent and substantial change in the nature of the duties and responsibilities of a post occurs consistent with a higher level of responsibility, then the post would be eligible for re-evaluation. 

Signed

Head of Department

Signed as agreed

Postholder

Date
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