
 

 
Position Title: Sales & Leasing Specialist                                                                         

 
Job type: Full-Time 
Reports to: General Manager, Oshawa 
Location: 100 Bond Street, Oshawa 
Approximate Start Date: August 1st, 2019 
 

Why Alwington Communities? 
Come work with us! Alwington Communities is a fast-paced, modern work environment; we are a community powered condominium 
management company, providing a total service solution to our valued residents. As a rapidly growing company, we at Alwington Communities 

pride ourselves on the emphasis we place on the continued professional development of our employees, providing the opportunity and 
support for all staff to pursue promotions, training programs, and continued education through various employee benefit programs. We at 
Alwington Communities believe in promoting a healthy work life balance for our employees, providing comprehensive benefits such as a 
vacation plan that ensures all our employees will have the downtime they need. We look forward to hearing from you! 

 
Description 
We are seeking a self-motivated, adaptable, high energy Sales and Leasing Specialist who has a passion for creating customer satisfaction 
as well as the ability to create and achieve leasing goals. The applicant must be service and sales oriented, reliable, and carry a positive 
attitude at all times! As a key member of the Alwington team, the Sales and Leasing Specialist will strive to create a high level of resident and 
community satisfaction by providing our residents the total solutions to their various inquiries while maintaining a positive and professional 
attitude at all times. The objective of this position is to achieve and maintain a 95% occupancy rate across our properties. 
 

A day in the life: 
 
Leasing Responsibilities 
 

• Track and coordinate tours of available suites to prospective residents with the purpose of leasing them out. 

• Close and finalize leases. Collect deposits and all relevant documentation for the suite files. 

• Qualifying prospective residents to determine their needs and suitability as renters in our community. 

• Process any resident applications; contact clients for required information, conduct relevant background and reference checks. 

• Maintain contact with all new and existing residents to ensure overall resident satisfaction. 

• Implement and utilize established sales and marketing strategies to increase traffic and leads, maintain leasing quotas and ratios, 
and strive to achieve set rents. 

• Participate in the development and execution of leasing strategies. 

• Assist with market research, analyze data and contribute to market survey reports as required. 

• Coordinate open houses within the community as required. 

• Deliver resident gifts to build and maintain rapport, inspect suites as required to ensure readiness to show to prospective clients. 
Ensure the model suites are maintained, ensuring cleanliness and readiness to show as required. 

• Maintain knowledge of all major competitors, including knowledge of pricing and packages of all major competitors. 

• Monitor all Alwington traffic such as tours, emails, calls, and texts. Monitor leasing performance, client follow-up, and occupancy 

performance and commission reports. 

• Organize and maintain client wait lists as well as leasing workflows, ensuring that this information is thoroughly communicated to 
management.  

• Work with Resident Ambassador and rest of the Alwington team to ensure existing residents’ retention.  

 

Marketing & Social Media Responsibilities 
 

• Maintain a social media presence at the property level; promoting events, creating blog posts, and maintaining engagement with 

our current residences. 

• Monitor and evaluate the effectiveness of marketing and advertising programs using a variety of metrics and adjusting as 
necessary. 

• Assist with creating and using various promotional materials such as information sheets. 

• Coordinate with third party marketing and advertising providers such as MLS for accuracy with listing prices 

• Work with the Resident Ambassador to plan, promote, and execute special events for the 100 Bond community. 

• Implement digital and social media advertising campaigns such as Facebook and Instagram advertisements. 

• Act as the first point of contact for any community member, or resident looking to interact with Varsity Property, requiring 
consistent adaptability in the varying queries this position receives. 

• Ensure to pause and greet all recognized residents within conversation distance. 

• Building and maintaining healthy professional and friendly relationships with all residents within the community. 

 
 
 



 

 
Skills and Requirements: 
 

▪ Experience with; sales positions, property management, real estate, leasing specialist, or marketing is an asset. 
▪ A degree or diploma in a business or marketing related field is considered to be an asset. 
▪ Any experience with CRM is considered an asset 
▪ Highly adaptable to the wide array of requests that may come through this position. 
▪ Excellent oral and written communication skills is a must. 
▪ Flexible, self-motivated, with an ability to make quick and informed decisions. 

▪ Must be a strong-willed, persistent individual who can listen, effectively respond, and work through difficult resident concerns. 
▪ Ability to work independently or in teams in a fast-paced and rapidly changing environment. 
▪ Excellent time-management, organization, and prioritization skills. 
▪ Proficiency with various MS office programs such as excel, word, and outlook. 
▪ Knowledge of CRM systems such as Hubspot, Salesforce, etc. is considered to be an asset. 
▪ Punctual and dependable with a can-do attitude.  
▪ Smoking is not permitted on the property. 
▪ A valid Police Criminal Record Check will be required upon hire. 

 
 

We thank all applicants for their interest in the position. Only those selected for an interview will be contacted. Please submit a 
resume to careers@keilty.com with the subject header “Sales and Leasing Specialist.” 
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