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PR/122411 | Agent Coordinator Assistant Manager

BEHE

AN
VA I =YY II— XY NAVRRYT

KAID
1506495

*iE
TEEMN - BE

A&
E#E

Histh
1Y RZYT

w5
BEBREBO L. ISHEH

B'HA
2024%F11826H 10:19

BN ESRMY

BERR
3FEMUL

FrUTLAL
PRIERE L NI

HKELRIL
EYRXRAKFEL NI

BA&AEEL NIV
EYRAKTFE LRI

R
WAE: ¥+

RiEOEY
BATORFBHTIVEDHY EEA

BEEHR

Job Summary:

- Serving as central point of contact with leads agent, client and or other stakeholders to
ensuring clear and timely communication throughout selling process or queries as well as
providing agents details of product knowledge and sales strategy.

- Establish and maintain good relation with stakeholders and agents.

- Supervising and managing leads agent to implement management’s targets.

- Arrange weekly meeting with all leads agent to evaluate and monitor each leads agents’ sales
performance

- As temporarily back-up of leads agent in regards to their daily tasks.

- Addressing any issues or challenges that arise during transaction process such as scheduling
conflicts, documentation errors, communication breakdowns or over lapping potential

buyers.

- Ensuring leads agents provide positive experience for client.

- Provide and prepare leads agents sales performance report (weekly, monthly, quarterly and
yearly).

- Arrange daily leads agent schedule

- Coordinating with Leads Agent owner representative to evaluate and facilitate agents’ sales
performance
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https://www.careercross.com/company/detail-228299

Experience & Qualifications Requirements:

* At least bachelor’s degree in marketing , business administration or equivalent.

* At least 5 years of marketing experience as agent coordinator in the Luxury Real Estate in
CBD Area / Property Development projects or Luxury Lifestyle fields.

» Experience in handling property agents

* Willing to work out of office hours when required including weekend and public holiday

» Good Intrapersonal and leadership skills

» Good communication skill, fluent in English (oral, written, and presentation
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