Housing Plus Group
Job profile and person specification

	Role title
	New Homes Consultant
	Date
	May 2026

	Reports to
	Sales Manager
	Version
	V.2.5



	Job purpose:

	· To be a primary point of contact for prospective buyers guiding them through the process from initial enquiry to handing over their new home and after sales support.
· To be a significant revenue producer within the sales team, meeting sales targets by working closely with mortgage providers, surveyors, solicitors, estate agents and buyers ensuring the group achieve set exchange and completion deadlines. 


	Main accountabilities: 
	

	1
	· To achieve targets, across units sold, sales revenue generated and customer reviews/satisfaction levels
	

	3
	· To assist in preparing content for all forms of marketing material including website updates, property brochures, advertising hoardings, social media and ensure they are kept up to date and comply with current legislation
	

	4
	· To record initial enquiries and keep both property and applicant records up dated with each communication, set daily phone and email follow ups, follow agreed processes, arrange/conduct viewings, record and process a buyers fixtures and fittings choices/special requirements, negotiate sale prices within set parameters, up sell enhanced fixtures and fittings packages, generate mortgage/conveyancing and other referrals as appropriate, carry out all required checks prior to approving a buyer, issue accurate reservation  paperwork, effectively liaise with mortgage providers/brokers, surveyors, estate agents and conveyancers/solicitors, carry out handovers to new home owners on sales completion and demonstrate the key features of their new home
	

	
	· To be responsible for the full pre/post sales cycle on behalf of the Housing Plus Group and any of its companies or subsidiaries. 
	

	
	· To support new initiatives, procedures or processes to find new ways of improving the customer experience based on promoting and seeking out feedback and reviews
	

	
	· To be aware of your own KPI's and ensure your targets are met. 
	

	
	· To keep up to date with relevant regulation to support the business in staying compliant at all times across all tenure types.
	

	
	
	



	Financial responsibility: 

	None

	Health and Safety: In order to maintain a safe working environment, keep yourself and others safe, maintain a positive safety culture and help your Line Manager achieve our Health & Safety aims and objectives you will be conversant with the Current Health And Safety Policy on the Intranet in particular the Statement of Intent and section 5.6 and 5.7 of the Policy “Health & Safety Responsibilities”.
Role Specific responsibilities example
· Nil

	Data Protection:
· To follow the Data Protection principles in all work activity
· To attend any training specific to the role regarding GDPR


	People responsibility: Indicate below the number of employees for which the role has supervisory / management responsibility.  

	Direct reports
	Indirect reports
	Total employees

	0
	0
	0

	
	

	Knowledge, skills and abilities: 
	Essential /Desirable

	1
	Qualifications:
	

	
	· 5 or more GCSEs at grade A – C including English or equivalent
	D

	2
	Relevant Experience:
	

	
	· Proven experience in a customer facing role
· Has worked in a sales environment 
· New Home sales experience
· Consumer Protection Regulations 2008 (formerly Property Mis-descriptions Act).

	E
D
E
E

	3
	Skills and Abilities:
	

	
	· Able to build relationships
· Resilient, positive, organised, numerate and detail oriented
· Self-motivated, able to work autonomously and act on your own initiative 
· Excellent verbal and written communication skills 
· IT literate (MS Office 365 Suite: Excel, Word, Teams, Outlook, CRM)  

	E
E
E
E
E



	4
	Customer service and quality focus:
	

	
	· Outstanding customer care / customer service experience 
· Serves as trusted advisor and primary point of contact for homebuyers from initial meeting through to sales completion.
· Generates buy in by effectively identifying needs of potential home buyers and matching related solutions.
· Respects confidentiality

	E
E

E

E

	5
	Achievement Orientation:
	

	
	· Able to manage the day-to-day tasks while pushing through barriers or obstacles to achieve outstanding results whilst maintaining high levels of customer satisfaction.

	E

	6
	Thinking Style:
	

	
	· Numerate
· Uses problem solving and decision-making skills
· Adopts an independent thinking style
· Generates own ideas and works with other to develop new ideas
· Adopts a pragmatic approach
· Ability and capacity to take the lead when needed

	D
D
D
D
D
D

	7
	Communicating:
	

	
	· Uses listening, questioning and clarifying skills
· Communicates regularly and openly
· Communicates clearly at all levels internally and externally 

	E
E
E


	8
	Planning and Organising:
	

	
	· To manage and maintain Excel Spreadsheets and to ensure that the information held is accurate and in accordance with GDPR.
· The ability to plan, organise and prioritise work to achieve objectives within set timescales.
· Ability to work under pressure effectively and on own initiative 

	E

D

E

	9
	Personal Motivation and Commitment:
	

	
	· An awareness of business, sales and marketing processes
· Sets stretching performance targets for self
· Shows determination to reach deadlines, targets and objectives
· Demonstrates drive, enthusiasm and determination
· Self-motivated
· Shows commitment to helping others 
· Seeks ways to continuously improve and learn to benefit themself and the customer

	D
D
D
E
E
E
D

	10
	Team Working:
	

	
	· Demonstrates a positive can-do attitude
· Champions the Group’s values
· Supports team spirit
· Actively consults and listens to others

	E
E
E
E

	11
	Persuasion and Influencing:
	

	
	· Represents the organisation positively and professionally with customers, partners and suppliers 
· Negotiates confidently and effectively 
· Understands organisational issues and politics

	E

E
D

	12
	Equality and diversity:
	

	
	· Ensure the Groups Equality scheme is fully implemented at all times. Treat all customers (external/internal) fairly, equally and to a high standard

	E

	13
	Special Requirements:
	

	
	· Current active UK driving license and access to a private motor vehicle for work use. 
· Could be required to work across the current business geographical area of Shropshire and Staffordshire.
· Flexible working will apply to meet operational needs and could include evening and will involve weekend work.
· Working hours may be varied to suit the needs of the service.
· No job profile can cover every issue, which may arise within the post at various times, and the jobholder is expected to carry out other duties requested by their manager as may be needed from time to time.

	E

E

E


E
E


Further relevant information
Training Plan
	Mandatory training
	Role related training
	Person Specific training

	Cyber Security
	SoloProtect
	

	Fire Awareness
	Anti-Money Laundering
	

	Safeguarding Adults E-Learning
	
	

	Safeguarding Children E-Learning
	
	

	General Data Protection Regulations
	
	

	Mandatory H&S
	
	

	Complaints Awareness
	
	

	Complaints Handling E-learning 
	
	

	Fraud prevention
	
	

	Anti-Bribery & Corruption 
	
	

	Whistleblowing with confidence 
	
	



