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JOB DESCRIPTION
Job Title:                      Leasing Assistant 
Job Summary:         
Under the general direction of the Leasing Managers and reporting to the General Managers the Leasing Assistant will assist marketing teams with all marketing activities related to maximizing prospects to becoming future residents at its communities in the South Surrey / White Rock locations.

Reports to:		      Leasing Manager
Key Duties and Responsibilities
1. Greeting prospects and conducting proper discovery.
2. Touring prospects and providing information about the community.
3. Developing and maintaining relationships with prospects by promptly following up with thank you cards and phone calls.
4. Documenting relationship building efforts with each prospect into database.
5. Booking tours with community influencers and prospect family members.
6. Promptly and appropriately follow-up on all inquiries and visits as required.
7. Completing traffic and marketing reports as required by Corporate Marketing.
8. Coordinate move ins/move outs and prospect promotional lunches.
9. Ensure prospective residents sign and initial contracts in the correct places and review all information with the resident to ensure they understand.
10. Collect deposits and forward to Leasing Manager.
11. Assist with organization and running of any tradeshow or health fair booths.
12. Involvement in community outreach.
13. Maintaining the presentation of the show suite and sales centre.
14. Conducting in house surveys with the residents and compiling reports.
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Qualifications

Education, Training and Experience
· Grade 12 plus completion of recognized post secondary education in marketing and/or public relations; knowledge of and experience in the seniors private community sector.
· Some but not limited to previous experience implementing marketing plans, community relations campaigns, and special events.
· Proficient in all Microsoft Office programs and educated on e-mail etiquette.
· Serving it Right certified.
· First Aid and CPR “C” certified.

Skills and Abilities
1. Interpersonal proficiency including superior oral, written and listening communication abilities.
2. Attention to detail.
3. Ability to organize workload and set priorities.
4. Physical ability to carry out the duties of the position.
5. Good time management skills.
6. Energetic and a sense starter
7. Willingness to learn and take direction.
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