NEW HOME ADMINISTRATOR
Qualifications

· HIA Prestart Certificate and the HIA New Home Administrators Certificate.
· In addition Parts A and B of the TAFE Diploma in Building 
Experience Required:

· Previous experience in client liaison within the building Industry provided that the HIA New Home Administrators Certificate is held

·  Previous external experience in the construction industry as a New Home Administrator

Particular Skills/Capabilities/Personal Qualities:

· Mature, organised and reliable, confident, assertive, approachable, tolerant and none threatening with excellent communication skills

•
Good administrator, honest and loyal to the company with a strong disposition and computer and letter writing skills.

•
Good time management skills.

•
Can do team attitude

•
Ability to solve problems, overcome barriers and find solutions

Duties Overview

· Assist clients with the material and colour selection process during the Pre-Start interview
· Review and initiate client design amendments before and during construction ensuring they are documented and variations are raised when required.

•
Update the job information files both in the filing system and on computer.

•
Collate and co-ordinate the contract particulars in order to ensure that the job flow and construction processes are maintained.

•
Receive client enquiries and respond appropriately, initiating action where required.

•
Maintain client contact on a weekly basis to give advice on the status of the construction process and provide assistance to Sales Consultants.

•
Ensure a maximum level of customer service is delivered to clients and that client' files are processed within set KPI lead-times.

•
Review customer service literature in relation to the job flow process at least 3 monthly and to ensure is it up to date.

•
Collate Client Cancellation letters when required

•
Attend weekly job book meetings and complete assigned tasks as required

•
Work with team members to ensure monthly slab down targets are met.
· Conduct weekly meeting with Sales Consultant to update progress with each project 
