
 

ADMINISTRATIVE ASSISTANT 

ABOUT THE COMPANY: 

Property Plus 977 is a private and upcoming Real Estate business based 
in Sydney, specializing in local and interstate real estate market. With our 
experienced and professionally trained team of experts we provide our 
clients services involving existing properties, rental services and 
investment opportunities. We are looking for highly ambitious and 
hardworking individuals to join our diverse team. The Administrative role 
is ideal for an individual for at least 1-2 years of experience in related field.  

TASKS INCLUDE: 

- Provide administrative support to ensure efficient operation of 
office. 

- Answer phone calls, schedules meetings and supports visitors. 
- Carry out administrative duties such as filing, typing, copying, 

binding, scanning etc. 
- Complete operational requirements by scheduling and assigning 

administrative projects and expediting work results. 
- Create Tender, Contracts and Agreements on a regular basis 
- Assist in Residential Rental and Sales documentation 
- Monitor and prepare variations and progress claims 
- Management of all staff records including employment contracts, 

probationary reviews and annual staff performance reviews 
- Develop and manage relationships with clients 



- Assist in social media accounts management and overall 
advertising activities 

- Team player with strong and positive presence to bring about 
efficiency improvements and process disciplines. 

SKILLS AND EXPERIENCE: 

- Strong interpersonal skills with exceptional attention for detail 
- Ability to manage multiple tenders and work within a team 
- Proficient understanding of Real Estate and Construction 

methodologies 
- Excellent time management and prioritization ability 
- Excellent written and verbal communication skills 
- Ability to work unsupervised 

BENEFITS: 

- An opportunity to be part of a successful company with a great 
working culture, providing long-term employment stability and 
progression. 

- Flexibility with hours / days to attract the right candidate 
- Competitive salary in line with qualifications and experience. 

REQUIREMENTS: 

- Experience working in the property industry 
- Driver’s License and a reliable car 

Job Types: Part-time, Permanent 

Schedule: 

Monday to Friday, Flexible hours 

If you have the skills and experience to be suitable for this role, please 
contact us on mailto:info@propertyplus977.com.au with a copy of your 
most updated resume and a CV with a brief overview of your relevant 
experience, education and interests. 
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