
Job Type: Full-time, Permanent 
Lettings: 1 year minimum

Responsible for coordinating and

undertaking day to day administration.
Progression of tenancy applications and

agreements.
Negotiating and concluding tenancy

agreements, ensuring that procedures at all

stages are completed effectively and

efficiently.
Gaining new tenants and landlords to

increase revenue.
Up-selling additional New Mills Properties'
and approved third party products to

landlords and tenants in order to increase

revenue.
Chasing arrears, liaising with both tenants

and landlords.
Liaising with your manager, tenants and

landlords when needed.
Meeting targets set by your manager.
Completing property inspections/viewings.
Creating videos for our social media

platform.

Excellent organisational and administration 

skills with an outstanding attention to detail. 
Be proactive and problem solving.
Ability to work quickly and accurately under 

pressure.
Ability to work with your team to deliver 

success and consistently high service 

standards.
Be ambitious, hardworking and target driven. 
Have enthusiasm to learn and continuously 

develop your knowledge and skills to drive 

your career.

To apply please send your CV and a covering 
letter to accounts@newmillsproperties.com

Hours of Work 
The normal hours of work are 

Monday to Friday, 9.00 am - 5.00pm 
 

The Benefits 
A competitive salary, adjusted according to 

experience. 
Attractive bonus scheme is in place 

You should have an exceptional knowledge of 
Microsoft Office. 10Ninety experience is 
preferred though not essential, and while ARLA 
qualification and up-to-date knowledge of 
relevant legislation would be a distinct 
advantage, these will be provided for the right 
candidate.

We are a small business who is growing very 
FAST. From time to time we may have to make 
adjustments to your job role to suit the needs of 
our growing business.

The role is very busy and is mainly office
based but the role will require mobile work 
and therefore You will be required to have a 
clean driving license and your own car.

(01472) 360178

215 Cleethorpe Road
Grimsby
North Lincolnshire 
DN31 3BE

info@newmillsproperties.com 
www.newmillsproperties.com 
facebook.com/NewMillsProperties/
twitter.com/mills_new 
instagram.com/newmillsproperties/
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