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	POSITION DESCRIPTION
LEASING CONSULTANT

Location: VIC
Reports to:  Senior Property Manager
Supervises: Nil


	Primary Purpose:
	The Leasing Consultant is responsible for delivering high quality leasing services across the full leasing lifecycle for the Horizon Housing Realty BTR portfolio of properties, ensuring relevant legislation, regulations, organisational policies and procedures are followed. 

	Context:
	The Leasing Consultant is a key role in delivering exceptional service to HHR’s potential applicants and renters. As a subsidiary of Community Housing Limited (CHL), HHR through its profit-for-purpose strategy contributes to CHL’s vision and supports CHL’s values, vision and goals.

	Work Health & Safety:
	Ensure all tasks and activities associated to the role’s operations comply with WHS legislation, relevant State jurisdiction and HHR health and safety policies, procedures and directions.

	Responsibilities: 
	Exceptional customer service is essential to the successful operation of our leasing services. Main activities include:
· Act as the first point of contact for prospective residents, delivering a friendly, professional, and welcoming experience that positively represents HHR and its properties.
· Manage the end‑to‑end leasing lifecycle, including enquiries, inspections, application processing, approvals, and lease sign‑ups.
· Conduct property viewings and proactively promote properties to maximise occupancy, presenting homes in their best light.
· Provide clear, accurate advice to applicants regarding the leasing process, eligibility, and requirements, ensuring a smooth and transparent customer journey.
· Work proactively to achieve and exceed leasing targets, contributing to site‑based and team performance outcomes.
· Ensure all leasing activities comply with Victorian residential tenancy legislation, organisational policies, and established leasing procedures.
· Prepare and issue high‑quality written correspondence to applicants, residents, and internal stakeholders in a timely and professional manner.
· Maintain accurate and up‑to‑date leasing information within relevant systems and databases.
· Collaborate closely with Property Managers and the broader team to support efficient handover from lease‑up to ongoing property management.
· Adapt to a fast‑paced environment, demonstrating flexibility with working hours to support inspections and leasing demand.

	Technical Skills, Experience & Qualifications:
	· [bookmark: _Hlk118272441]Current Real Estate Salespersons Registration Certificate or state equivalent (mandatory) 
· Knowledge and understanding of the Residential Tenancies Act and relevant state legislation
· Previous experience in a similar role
· Commitment to the right of every person to good quality housing
· Current Driver’s Licence
· Satisfactory Police Check

	Key Capabilities:
	Client Focus– Supports clients to achieve their goals through provision of quality service. 
Embraces Diversity – Acknowledges and values diversity and respects difference in all its forms. 
Technology – Uses technology and software applications effectively in accordance with task requirements
Solves Problems – Uses experience and knowledge of work area to assist in the development of solutions for day-to-day problems.
Resilience – Achieves work objectives, even in difficult circumstances whilst remaining positive and calm.
Transition & Change - Actively participates in and engages with business improvements/changes
Leadership– Works as supportive and co-operative team member. 
Proactive- Creates opportunities and minimises potential problems by anticipating and preparing in advance.
Communication - Confidently presents messages in a clear, concise and articulate manner using the most appropriate medium. 
Nurtures Relationships – Builds and sustains positive relationships. Responds under direction to changes in client needs and expectations. 
Professionalism& Accountability- Takes responsibility for own work tasks, utilises the specialist expertise of others within HHR and contributes own expertise to achieve outcomes for the business unit.
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