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Location: dubai

Category: other-general

Listing Coordinator Jobs In Dubai | Knight Frank

Apply AlsoGroup Finance Manager Jobs In Dubai | I-Talent

Based in our Dubai Office, we are looking to recruit a Listing Coordinator to provide an

effective and efficient support service to create and prepare unit listings.

Apply Also Strategic Account Executive Jobs In Ajman | Grafana Labs

ResponsiblitiesTechnical Skills

Create and prepare unit listings for the agents.

Ensure excellent quality standard of listings.

Responsible for getting all information- from the client that is necessary for the property

consultants to sell a project.

Checking all client files to ensure that all the relevant documentation is filed for future

reference.

Liaise with Property Finder, DLD support team for any listing or account issues.

Prepare forms such as (Tenancy Contract, and others).

Strong follow-up skills and Lead management.Apply Also Concierge Jobs in Dubai | Atlantis

The Palm

RequirementProvide general administrative support to the sales team and responsible of all

the sales team filing systems.

Responsible for receiving the transaction documents from the Sales/Leasing Agent and

forwarding them to the Accounts Department.

Communication
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Be aware of current projects to ensure that the best possible service is provided to clients and

other internal departments.

Ability to communicate with others in a professional and helpful manner both face to face

and on the telephone.

Be able to display tact, diplomacy and appropriate confidentiality as to the nature of the work.

Establish and maintain effective relationships with co-workers.Apply Also Mercy Hospital

Careers – Staff Required Urgently – 100% Free Apply
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