
Job Advertisement 
Job Title: Property Retail Assistant
 Company: London Homes Estate Agency
 Location: London, UK
Job Description:
 We are seeking a motivated and customer-focused Property Retail Assistant to support our busy estate agency team. You will be the first point of contact for clients, helping them explore available properties, book viewings, and understanding purchase or rental options. You will assist with marketing materials, maintain showroom displays, and provide administrative support to sales consultants.
Responsibilities:
· Greet and assist walk-in clients in the property showroom.
· Answer inquiries about property listings and arrange viewings
· Maintain accurate property information and update displays
· Support sales agents with client communications and documentation
· Contribute to marketing and promotional events
Person Specification:
· Excellent communication and presentation skills
· Strong customer service and organizational ability
· Professional and confident manner
· Ability to multitask and work in a team
· Basic IT and administrative skills


Personal Profile
I am a motivated, friendly, and hardworking person with a strong interest in property, real estate, and customer service. I enjoy meeting new people and helping them find the information they need, which is why I am excited to start my career in a property agency. I am well-organized, calm under pressure, and able to complete tasks carefully and on time.
Through my studies and personal interest in property, I have developed good communication skills and a strong understanding of how to work well with others. I learn quickly, follow instructions carefully, and always try to do my best. I am confident that my positive attitude, reliability, and eagerness to learn will allow me to support clients and the team effectively. I am looking for a role where I can grow, build new skills, and make a helpful and welcoming contribution to the workplace.

Key Skills
· Good communication and people skills
· Strong organization and time-management
· Friendly, positive, and professional attitude
· Good understanding of customer service
· Confident using Microsoft Office (Word, Excel, PowerPoint)
· Able to work well in a team or on my own
· Quick learner with good attention to detail

Education
University of Wales Trinity Saint David
Business Management 

Experience
No formal work experience yet
But I have developed strong skills through my studies, teamwork tasks, and personal interest in property. I am eager to gain experience and learn quickly in a real work environment.

Interests
· Property and interior design
· Learning about real estate and sales
· Team activities and community volunteering
· Personal development and communication skills

Cover Letter
To the London Homes Recruitment Team,
I would like to apply for the Property Retail Assistant position at London Homes Estate Agency. I am starting my career and do not have direct experience yet, but I am very motivated to learn and work hard. I am interested in property and enjoy helping people, which is why this role really appeals to me.
Through my Business Management studies, I have developed good communication, teamwork, and organizational skills. I am friendly, reliable, and able to learn new tasks quickly. I like meeting new people and making sure they feel welcome, which I believe is important in a customer-facing role.
I am excited about this position because it involves speaking with clients, helping with viewings, and supporting the team with property information and displays. I would be happy to represent your agency and help create a positive and helpful experience for every visitor.
Thank you for considering my application. I would be grateful for the chance to talk about how my motivation and willingness to learn can contribute to your team.
Kind regards,
 




