Lettings Administrator / Property Manager
 £25,000 - £26,000 per annum, pro-rata
 Birmingham, West Midlands
 Permanent, part-time

In order to be considered for this role, you must have previous experience in residential Property Lettings Administration and/or Property Management, and not simply looking for a part-time role!
You will be a calm and unflappable person who can work in a pressurised environment; you will be able to solve problems effectively and in a timely manner.
You will also have the ability to build a good report with clients quickly and surpass the expectations of both Landlords and tenants, delivering exceptional customer service along the way.
The role is on a part-time basis with flexible working hours and based in the Brighton area but will be approximately 25 hours per week, either spread over 5 short days or possibly, 3 longer days.
Previous experience of having worked within Residential Lettings is essential.

The skills required for this LETTINGS ADMINISTRATOR / PROPERTY MANAGER role will include:
· Previous experience in Lettings Administration and/or Property Management
· High level of customer service skills
· Excellent telephone manner
· Stay calm under pressure
· Have superb organisational skills and be able to prioritise workload
· A confident team player
· Positive, professional and customer focused with an ability to build relationships
· Willing to keep up to date with training and relevant legislations
· Car driver with full UK driving license is essential
Our client is an independent Sales and Lettings agency, with an excellent reputation and several local offices in and around the Birmingham area who specialise in residential property.
Numerous benefits with this LETTINGS ADMINISTRATOR / PROPERTY MANAGER role include:
· Part-time flexible working hours
· Competitive salary
· Working for a market leading local agent
For further information and job application please call Sarah Athwell.



Adrian Raducanu
25 Windsor Street
Wolverhampton
WV146BL
07503586342
Raducanu_ady@yahoo.com

Dear Ms. Athwell,

I’m writing to present my interest in the position advertised on Reed.co.uk. as I believe that I meet all the criteria specified. Based on my previous professional experience and results achieved, I think that I can reach your expectations and fulfil the tasks associated with the role.

My activity as letting agent has been concentrated on share accommodation, even though I had also collaborators with residential properties. Due to the current political and social circumstances, determined by Brexit with the new regulations regarding immigration, I would like to step forward and concentrate on single-let properties. 
I have demonstrated skills in setting and achieving goals. Throughout the last year I succeeded to build an important portfolio of client, therefore, under my administration all the houses were above 80% occupied all over the year. Besides, I managed all the administrative task related to the role, including screening the potential tenants, paperwork, contracts.
My experience in international hospitality has improved my language and communication skills developing a strong ability to engage customers on all level or culture.

You can find enclosed my CV for your consideration. I would welcome the opportunity to discuss this position in detail. My contact details are listed above, please feel free to contact me at your convenience.
Thank you for your time and consideration.


Yours sincerely,
Adrian Raducanu


Adrian Raducanu
25 Windsor Street, Wolverhampton, West Midlands, WV146bl
Tel: 07503586342
E-mail: raducanu_ady@yahoo.com

Personal Profile

A current University student completing a Cert HE in Skills for the Workplace, with over 11 years’ experience in housing administration, logistics and international hospitality.  I am highly motivated, ambitious, organized and hard-working person with previous experience in Housing Administration, International Hospitality, and Transport and Logistics.  I have good communication skills and a good sense of my local area. I can organize and plan actions to meet deadlines and complete projects, both as part of a team and as an independent worker.      
Experience

Letting Agent – Company name 		                              		Apr 2018 - Present
· collaborating with different agencies and securing tenants for both shared-accommodation and single let
· Creating and promoting various properties through social media and traditional advertising mediums
· Communicating with customers, answering queries relating to the property and lease terms and conditions, and signposting to sources of further information 
· Arranging viewings with potential tenants, utilising persuasive communication techniques to promote the property, local area, and agency. 
· Facilizing the accurate completion of all legal paperwork, ensuring accuracy and attention to detail
· Managing the properties on behalf of the landlord, acting as a liaison between landlord and tenant throughout the duration of the lease.  
	
Warehouse Operative - TJX Europe			            	Jul 2016 – Apr 2018
· Selecting the products according to the delivery locations, ensuring the process quality
· Working in a busy environment
· Achieving targets

Warehouse Operative - Amazon, Rugeley			                       Apr 2016 – Jul 2016 
· Packing products according to their standards, ensuring the process quality
· Working under pressure, in a very busy environment
· Achieving daily targets

Bartender — Delicious Café, Cyprus  	                                         Mar 2015 – Nov 2015
· Set-up the bar with all the drinks and ingredients needed and keeping an inventory
· Preparing all drinks according to the receipts and orders
· Taking orders from the seated bar customers, issuing bills and collecting the payment 

Bar Supervisor— Vlahia Restaurant, Brasov, Romania	                   Jun 2013 – Feb 2015  
· Supervising bar activity, coordinating bar staff, ensuring they are providing high quality services and products
· Greeting all customers, being attentive to their needs
· Keeping the bar inventory in order to have all products in stock
· Contacting suppliers and negotiation for better prices	

Driver— Europcar Car Rental, London, UK		               Jun 2012 – May 2013
· Delivering and collecting the cars to/from the customers
· Identifying any problems with the car and reporting to the main desk.
Bartender — Formula Pub, Brasov, Romania 		                Sep 2009 – Apr 2012 
· Preparing all drinks according to the receipts and orders
· Taking orders from the seated bar customers 
· Keeping bar area clean	
Education
	Cert HE- Skills for the Workplace “University of Wales TSD
	                          2021

	
Bartender Course 
Cursuri brasovene de turism srl, Romania
	

2009

	
Electrical technician
 “Colegiul ethnic Remus Radulet”, Brasov, Romania
	

2010

	
	


Language Skills
Romanian – Fluent in both written and verbal communication
English – Good level in written, verbal, and understanding

Interests and Hobbies
I enjoy traveling because I can meet new people and cultures which helps me to improve my communication skills. 


References available upon request  
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