
 
 

 
Sales and Marketing Assistant 

 
Circa 21k, dependent on experience. Start ASAP. 5 days a week, 8:30am – 5pm. 
 
We’re looking for a Sales and Marketing Assistant to join our team. Based at our office in 
Cross Hills however there will be a requirement to travel to our developments across 
Yorkshire and Lancashire on a regular basis. Being a small family company there is an 
emphasis on team-work and departments work closely together, as such you will enjoy a 
varied workload. It’s a fantastic opportunity for someone wanting to learn and develop a 
wide range of skills. 
 
The ideal candidate: 
 

- Ability to succeed in a fast-paced working environment  
- Ability to work within a small family team 
- A willingness to learn and develop 
- Someone with a creative mind, generating new and inventive ways to showcase our 

homes 
- General digital experience  – this can be a talent developed in a personal capacity 

rather than a digital background 
- Great time management and relationship building skills 
- Personable with the confidence to be customer facing 
- Driving license and own car (mileage would be chargeable at a rate per mile) 

 
 

A general overview of the role: 
 
Sales 
 

- General admin tasks 
- Assisting with the monitoring of the sales process including legal progression 
- Assisting with the set-up of new developments including tasks such as setting up 

new phone lines 
- Assisting at the launch of new developments or on open weekends 
- Ensuring our selections are up to date and this is reflected on our selection system 

on our internal software, TED 
- Conduct market research for upcoming developments 
- Maintaining our sales database, TED, ensuring information is up to date and old 

information archived 
- Responding to and managing sales enquiries for new developments where a Sales 

Advisor is not yet assigned  
 



Marketing 
 

- Creation of content for the website and marketing campaigns 
- Content for social media – Instagram and facebook 
- Photography of our new homes and developments as they progress, both using a 

professional camera and rough footage on a phone 
- Listing our homes and developments on the website and updating existing content 

o Mirroring this content on other media such as Rightmove 
- Updating price lists with properties sold and new releases 
- Input into the media plan that reflects our sales goals 
- Contributing to and proof-reading new brochure content and property listings for 

new developments 
- Ensuring our Sales Advisors have the correct marketing material at our 

developments, both for display and as hand-outs to customers 
 
 
Get to know Skipton Properties. Read about our family and our values here: 
https://www.skiptonproperties.com/meet-the-family/  
https://www.skiptonproperties.com/our-values/  
 
Think you might be a fit for the role? Send in your CV and covering letter using the form on 
our jobs page: https://www.skiptonproperties.com/jobs/  


