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PERSON SPECIFICATION
	ESSENTIAL
	DESIRABLE

	KNOWLEDGE & QUALIFICATIONS

	· Working knowledge of Microsoft Office package

	· Basic knowledge of relevant legislation (money laundering and consumer protection)
· Knowledge of local area and property values

· Understanding of legal process for auction sales.

	EXPERIENCE

	· Previous experience in a fast paced office environment desired.
· Property sales valuation or negotiator. 
	· Experience in auction sales.


	SKILLS & COMPETENCIES

	· Excellent organisational and prioritisation skills
· Excellent written and oral communication skills 

· Customer focussed
· Excellent planning and organising skills

· Time management 
	· Creative problem solving
· Typing skills 

	OTHER

	· Successful completion of pre-employment screening  including credit referencing, employment referencing and CRB check
· A professional, positive, ambitious and enthusiastic approach

· Flexible attitude towards work
	· Professional presentation 


JOB TITLE:


COMPANY:


REPORTING TO:


DIRECT REPORTS:





SALES NEGOTIATOR


SDL AUCTION PARTNERS


OPERATIONS MANAGER


NONE





PURPOSE OF ROLE


To discuss with potential vendors the auction process and secure instructions. To identify opportunities, matching buyers with sellers. Conscientiously work towards targets whilst maximising on branch revenue streams and great customer service. To ensure effective communication between all parties related to auction transactions.  To act as an ambassador for SDL Group and promote repeat business between companies.  








DUTIES & RESPONSIBILITIES


To facilitate the auction process from initial applicant enquiry through to completion.


Providing auction advice to vendors.


Communicating with partner agents.


Registering applicants.


Matching applicants to properties.


Produce written correspondence for buyers and sellers.


Maintain accurate records.


Identifying opportunities, generate market appraisal, match with property stock. 


Arranging viewings.


Provide feedback to sellers and buyers.


Producing brochure templates for marketing and window displays.


Reviewing property stock and maintaining accurate listing information on the website. 


To act as a point of contact for the branch, answering phone calls, taking messages and dealing with queries in a polite and professional manner. 


Booking market appraisals effectively. 


Diary management of all appointments.


Maintain accurate property stock knowledge. 


Taking and negotiating offers when required.


General administrative and clerical duties. 


Any other duties as assigned by your Line Manager.


Identifying cross sale opportunities such as financial services, conveyancing.


Ensuring that targets are met and revenues generated


Any other duty as assigned by your Line Manager














