	Job title: 
	Post Sales Executive

	Line manager:
	Senior Post Sales Executive


	Direct reports:
	n/a

	Grade:                                        
	3
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	Role purpose:  
Reporting to the Senior Post Sales Executive support resales initiatives, ensure compliance with relevant legislation, government guidance and lease compliance. To ensure all income and related targets are exceeded, and to provide consistent excellent customer service to our residents at all stages of the journey.

	

	Key results:
· Provide outstanding customer service to all customers and stakeholders.  
· Build and proactively manage relationships with key teams and departments in Peabody as well as the HCA/GLA, solicitors, IMAs, surveyors and third parties to ensure all information is provided correctly to achieve sales & revenue targets. 
· Continuously review processes and procedures to deliver an efficient service for our Leaseholders. 
· Build an excellent working relationship with other teams across Peabody to ensure a collaborative approach to marketing and selling our homes. 
· Arrange resale appointments between leaseholders and buyers. Conducting viewings where necessary, ensuring that a first-class customer journey is maintained throughout the sales process. 
· Oversee London Living Rent and Rent to Buy product after AST sign off, ensuring regular communications with residents and adherence to product policy. 
· Take buyers through the application and sales reservation process and ensure that we allocate in accordance with the Capital Funding Guide on all Shared Ownership sales with the support of the Senior Post Sales Executive. 
· Instruct Solicitors on sales in line with the sales procedures and manage the sale through to completion within the set target timescale. 
· Maximise sales opportunities by matching buyer expectations to the correct product across the Peabody programme. 
· Maintain buyer records through effective and consistent data management.
· Work with the Residential Research team to have a strong understanding of the London Housing Market, price points, buyer profiles and competitor behaviours. 
· Regular liaison and feedback to Marketing, and residential research teams to ensure excellent product and to feedback and influence future schemes and products with the support of your line manager. 
· Ensure full compliance with the affordability and eligibility criteria, meeting any guidelines from any governing body and regulatory, statutory, and internal requirements to minimise risk to the business and its stakeholders. 
· [bookmark: _Int_lG1RMHjC]Oversee downward staircasing and buy back requests, ensuring regular communications with residents and adherence to policy. 
· Provide weekly, monthly, and quarterly reports on live sales and completions against budget forecasts. 
· Flexibility when required to support customer viewings, open days, Home Shows, and other events to support Sales & Marketing which may out of usual working hours.
· In collaboration with Marketing, deliver innovative solutions and sales activation campaigns that educate leaseholders of the benefits to staircasing and drive staircasing income.
· Responsible for post sales transactions. Responding and driving sales to make sure that they are concluded within set SLAs. Ensuring the valuations reflect the value of the property and the share being acquired sold safeguarding equity for Peabody and buyer alike.
· Closely monitor the progress of sales, initiating and implementing improvements where necessary to ensure sales targets are met and exceeded.
· Keep abreast of market conditions and policy; to ensure were act quickly and accordingly to any changes and are compliant. 
· Identify differences in contract terms for compliance with lease obligations by creating plans to obtain copies of counterpart leases, reviewing lease terms for differences and documenting this accordingly. 
· Work within General Data Protection Regulations (GDPR) and ensure that the work the team does is compliant.
· Represent Peabody by creating a consistent professional and positive image with key stakeholders.
· Any other duties commensurate with the post as directed by the Senior Post Sales Executive or Post Sales Manager.

	Success metrics:
· Deliver £55m income through staircasing and resales activity in the current financial year 25/26.
· Deliver an excellent customer experience, to achieve consistent 90% customer satisfaction rate at all stages of the customer journey (from enquiry to instruction through progression and completion) which includes 5-star reviews. 
· 100% accuracy on data inputted on CRM.
· Sales enquiries to be responded to within 24 hours, 95% phone answer rate.


	About you:

You will be:
· A team player, committed to delivering high quality customer-driven services, demonstrating best practice, and achieving best value. 
· Highly organised, solution-focused problem-solving skills, able to work under pressure in a dynamic sales environment and manage high volume of projects and deadlines. 
· Ability to work with minimal supervision and to deliver quickly. 

You will have:
· Demonstrable experience of working within a Resident Sales environment, preferably with experience of the shared ownership leasehold products. 
· An understanding of the legal aspects of leasehold law and regulations. 
· Have a full understanding of the property market, sales processes, and legislation, particularly the Consumer Code. 
· Experience of managing relationships with third parties including agents, solicitors and IMAs. 
· Demonstrable experience of achieving and exceeding targets and achieving KPI’s. 
· An understanding of the affordable housing sector, Local Authority and HCA requirements in line with the Capital Funding Guide. 


This role is subject to a Basic DBS check - TBC
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