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Sales Executive
  
Our vision is to create communities where everyone has a safe home in a place where they’re proud to live. We’re big and we’re local. Residents are at the heart of all we and we use our size to influence positive change in the areas where we operate.
  
It’s also about living our values which are at the HEART of what we do. All colleagues are expected to demonstrate a commitment to our values through their behaviours, actions, and words daily. As a valued member of the Southern Housing Team, you’ll embrace our Values to inspire others as well as yourself to be 

· Honest
· Efficient
· Accountable
· Respectful 
· Trusted

You’ll demonstrate our HEART values in your behaviours. You’ll:

· Be authentic, open, and transparent in your actions and words
· Believe that by working together we accomplish more, and work hard every day to improve services, efficiency, and value for money. 
· Take responsibility for delivering excellence and own your own actions.
· Embrace difference, and put our residents, colleagues and our partners are at the heart of all you do.
· Do what you say you will and be relied upon to keep your promises.
 
And, of course, show commitment to our approach to Equality Diversity & Inclusion, Health & Safety, Compliance and Code of Conduct policies and practices within Southern Housing.  

The role

Reporting to the Sales Manager, you will actively contribute to the achievement of our sales targets and deliver an excellent service to all customers and stakeholders, demonstrating that our values are at the HEART of what we do.

The location
 
You’ll be based within a Sales & Marketing Suite at one of our new homes’ developments. In addition, you’ll be based at our head office located in Farringdon when required.
 









What you’ll be doing:

· Deliver an effective customer service to achieve sales targets and guiding customers through the process, in line with our marketing strategies.
· Support the development of our sales strategies, providing updates based on customer feedback and local competition, identifying opportunities to enhance service delivery. 
· Work with financial advisors to ensure applicants can afford homes offered and are creditworthy and fully understand the concept of the initiative they are undertaking. Ensure we remain compliant with all funding requirements with the Capital Funding Guide.
· Validate and qualify customer enquiries, converting leads to viewings, at times and dates that maximise selling opportunities.
· To arrange and holding of property viewings and open days plus appointments to sell off plan ensuring adhering to H&S policy.
· Manage your sites, marketing suites and sales offices to ensure that they are clean and well presented. Carry out full risk assessment of the sales suite and development before arranging viewings.
· Ensure that the customer data within our CRM system is maintained to ensure the correct information is issued to customers and available for reporting purposes.
· Effectively resolve customer enquiries in line with procedure and relevant regulatory frameworks, ensuring that actions and outcomes are recorded accurately and actioned promptly. 
· Provide regular reports as required on sales performance against target. Provide insight that can be used to make improvements to sales strategies throughout the sales period.  
· Attend site inductions and technical demonstrations to be able to provide customers with home demonstrations on completion. 
· Maintain and develop relationships with key internal and external stakeholders to deliver services in line with our customer expectations and legislative requirements. 
· Check the quality of information being provided through the website, brochures, CMS system, and any other collateral that we provide. Address any errors and correct information where necessary.
· Remain up to date with current policy, legislation, and the Capital Funding Guides to ensure compliance with Homes England and the GLA. 
· Act as a brand ambassador when representing Southern Housing through social media, at industry related exhibitions, steering groups, or any other external event. 
· Maintain your own personal development plan and keep up to date with industry changes to legislation and compliance amendments. 
· Meet your individual objectives, as set, and agreed with the Director of Sales & Marketing, and aligned with the wider departmental and business strategies.
· Ensure that the requirements of your role are carried out to time and in line with the expectations of your role and deputise for your colleagues as appropriate. 
  
What you’ll need:
 
Knowledge & Experience 

· Understanding of the mortgage application and conveyancing process
· Understanding of barriers to exchange and how to overcome them.
· understanding of sales requirements through the conveyancing process
· Understand home ownership tenures including Shared Ownership. 
· Knowledge of the New Homes Quality Code and its good practice guidance.
· Knowledge of the Capital Funding Guide. 
· Proficient in using and managing CRM systems as well as SharePoint, MS Teams, and the full MS Office Suite.

Desirable


Skills

· Passion and commitment to excellent customer service.
· Outstanding communication and negotiation skills to influence and persuade, both verbally and in writing. 
· An ability to prevent and resolve conflict.
· Excellent time management, and the ability to work effectively under pressure, to meet deadlines and targets.
· Travel to any location as required, depending on the current development pipeline, throughout the organisation’s area of operation.
· The ability to travel to schemes, site visits, stakeholder locations etc.
· Able to work flexibly including evenings and weekends if needed, to meet customer and business needs.
· Subject to relevant Disclosure and Barring checks as required.


[bookmark: _Hlk131451726]Desirable
· Possession of valid driving licence and access to a vehicle for business use.

Qualifications

· A background in new homes sales or lettings (sales agency, developer, house builder, service provider or Registered Provider).
· Evidence of continuing professional development.
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Southern Housing Limited a charitable housing association and registered society No. .
Southern Home Ownership Limited a registered society No. 18521R.
Southern Space Limited company registration No. 5437850.
Southern Development Services Limited company registration No. 5400187.
All registered in England with registered office at Fleet House, 59-61 Clerkenwell Road, London ECIM 5LA.




