
Admin Assistant - Part Time

Richmond Hill, ON
Part-time

Job Title

Administrative Assistant

Job Summary

As the Administrative Assistant, you will be responsible for providing administrative support to the VP of Land & Investment Group.
You will be required to exercise initiative, coordination and judgment in order to support multiple activities on behalf of the team.
This is an excellent opportunity to join a winning organization and to qualify for this role you will demonstrate a track record of
success in administrative duties. Responsible to provide administrative and office support to a department, service line or local
brokerage services department or specialized team. The majority of duties are administrative in nature with a focus on business
development support. Considerable judgment and initiative are required to contribute in this fast paced, exciting environment.

Job Responsibilities

Maintain confidential department records and office files in accordance with internal company procedures
Assist in the creation and/or editing of presentation materials including offers, agreements, RFPâ€™s, presentations, flyers,
leasing proposals, case studies, email blasts, invitations, etc.
Proofread and correct spelling, grammatical, and layout errors in documents
Coordinate and assist with collecting, aggregating, and preparing data
Organize, Update and maintain client database by in CRM
Perform additional assigned clerical and administrative projects as requested by manager (s)
Research database management, including providing bi-weekly updates.
Prepare and remit applicable brokerage authority reports updates (e.g. mandate register; transaction register; etc.)
Create, review, and/or prepare market surveys, tour books, or presentations
Assist managers with client meeting presentations
Responsible for tracking real estate marketing expenses related to listings.
Assist Marketing with signage process, updating lists, packages, mailings, etc.
Assist Research as necessary with updating lists, packages, mailings, etc.
Organize the managers and facilitate communication and meetings to meet client deadlines
Respond to any other duties as required
Handle and direct incoming calls
Carries out special projects and assignments as requested.
Manage emails, prepare and write letter mailout to the clients etc

Qualifications

Work independently and together within a team on special non-recurring and ongoing projects
Minimum of 3+ years of prior administrative office experience
Post-secondary education strongly preferred
Proficiency in advanced Microsoft Word, Excel, PowerPoint, is an asset
Photoshop and/or InDesign experience would be an asset.
Client management skills, High professionalism
High confidentiality standards and able to exercise good judgment, Conflict resolution skills a must
Research skills
Excellent attention to detail, Excellent grammar, vocabulary and communication skills.
Ability to manage multiple assignments and meet client deadlines is essential
Ability to work independently while providing support to a team
Post-Secondary Education preferred
Demonstrated experience in Real Estate is an asset
Prior event management and project management experience would be an asset
A team player who is willing to provide assistance to other staff members
Excellent planning, prioritization and time management skills and willingness to take ownership of tasks
Must be able to work with numbers, and have a basic understanding of accounting principles
Able to work under pressure and meet deadlines
Must be an extension of the principal and handle situations proactively and intuitively
Must be able to maintain confidentiality, utilize judgment, and work with minimal supervision

We thank all applicants for their interest but advise that only those selected for an interview will be contacted.

Seniority Level



Entry level

Industry

Commercial Real Estate
Information Technology

Employment Type

Part-time - Independent Contractor

Job Functions

Research
Analyst
Training
Education

Job Type: Part-time

Experience:

Microsoft Word, Excel, PowerPoint: 2 years (Preferred)
Administrative Assistant: 3 years (Preferred)
Photoshop: 1 year (Preferred)

Education:

Secondary School (Preferred)

Location:

Richmond Hill, ON (Preferred)


