
https://intscanada.com/job/%e5%9c%b0%e4%ba%a7%e5%8a%a9%e7%90%86-real-estate-assistant/

地产助理-Real Estate Assistant
Description
地产助理 Real Estate Assistant

Job Overview

We are hiring a talented Real Estate Assistant professional to join our team. If
you’re excited to be part of a winning team, UTOI is a great place to grow your
career.

Responsibilities for Real Estate Assistant

Assist real estate agents for all types of real estate and property promotion, social
media platform promotion, and answer all calls and inquires.

Assist real estate agents with the coordination and preparation of successful open
house events

Prepare, deliver and pick up real estate documents

Create, design and distribute real estate brochures

Handle advertising of the property online and offline

Coordinate, oversee and inspect the completion of repairs on the property that is for
sale

Obtain information and public records about property for sale

Assist in property management for rental properties

Assist in the sale and purchase contracts of properties

Qualifications for Real Estate Assistant

Strong literacy and numeracy skills to handle administrative tasks

Knowledge of basic computer skills to track and monitor leads and feedback

Working knowledge of social media for monitoring and advertising purposes

Graphic design experience preferred to create advertisements

Administrative, accounting and marketing experience preferred

Ability to handle multiple projects at the same time as well as prioritize and manage
time efficiently

Ability to communicate effectively with buyers, sellers, real estate agents and repair
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INTS Consulting 加拿大留学移民专家
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persons both verbally and in writing

People-oriented, dedicated to customer service, extremely organized and attentive
to detail

Ability to work independently but also follow the instruction of lead real estate
agents

Must have at least two years relevant experience working in a real estate company

Must have a car and a G driver license.

Must have authority to work in Canada.

Must be able to speak, read, and write in Chinese and English fluently.

Salary: Base salary + commission + bonus.

Location：Hybrid, work from home most of the time.

Real estate agent license is NOT required but will be a plus.

诚招有经验地产助理

工作概述

我们想邀请一名有经验的优秀房地产助理，来加入我们的团队。如果你想成为多领域成功团队的一员，
可以来加入我们，UTOI将为你的职业生涯提供一个有无限发展空间的平台。

主要职责：

*负责各类房地产及楼花推广文案，并在各个社交媒体平台上进行推广

*负责前期咨询接待，协助对房屋出租的物业管理，以及对房屋买卖合同的协助

* 协助房地产经纪人协调和准备开放日活动

* 准备、交付和领取房地产文件

* 处理网上，社交媒体平台和报纸上的房产广告

* 协调、监督和检查待售房产的维修完成情况

* 获取有关待售房产的信息和公共记录

入职要求：

*有至少两年的相关的房地产公司的工作经验

*认真负责，有团队合作精神，熟悉各个社交媒体平台的推广

* 熟悉基本的电脑技能，跟进和反馈市场信息

*有能力同时处理多个项目，以及有效地安排优先次序和优秀的时间管理能力

* 能够与买家、卖家、房地产经纪人和维修人员进行有效的中英文口头和书面沟通
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*以人为本，致力于客户服务，极富组织性，注重细节

*有独立工作能力，同时具有团队合作精神，也能听从地产经纪人的指示

*有车并有G驾照

*必须有加拿大工作许可

薪资：底薪（$15.5-$17/hr）加提成并有达标奖金。

工作地点：Hybrid，大部分时间可以在家工作，无需地产经纪牌照，但需要有经验。

Job Types: Full-time, Permanent

Salary: $32,000.00-$70,000.00 per year

Benefits:

Casual dress
On-site parking

Schedule:

8 hour shift

Education:

AEC / DEP or Skilled Trade Certificate (preferred)

Experience:

地产助理: 1 year (required)

Language:

Mandarin (required)
English (required)

Work Location: Hybrid remote in Markham, ON L3R 0N8
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