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Purpose of Position

To greet Hubble Homes customers and prospective Buyers and distribute pre-printed Hubble information as well as make appointments for prospects to meet with New Homes Specialists as required. Represents Hubble Homes and its products fully, accurately and with integrity.  Projects a professional image at all times.  Is assigned to communities as needed and helps to cover all communities when required. 

Essential Duties and Responsibilities

· Deliver an excellent presentation: Welcome prospective homebuyers to the community. Meet, greet and demonstrate homes to prospective homebuyers.  Collect all pertinent information from visiting traffic. Input registration information into FAST. Acts as a liaison between the NHS and the Buyer. 
· Maintains communication with prospective buyers to invite them back to the Sales Center to meet with licensed NHS. 

· Maintains regular contact with realtors who have previously shown our homes and initiates contact with realtors who have not seen our homes to invite them to a Sales Center to meet with our New Homes Specialists. 

· Acts as a store manager for community.  Takes an active role in supervising the general appearance of a community when applicable and ensures model homes are presentable at all times. Create and maintain a clean and inviting atmosphere for prospective Buyers. 

· Prepare office documents including, but not limited to option menus, sales forms, weekly traffic, and activity reports.  Updates and distributes sales-related materials as needed.  Follows and maintains files from contract to closing.
Other Duties

· Attend and actively participate in weekly company and sales meetings and company sponsored training classes.

Limits of Authority

Has the authority to act as company representative regarding home sales to carry out decisions made by the Sales Manager.
Relationship to Others

Reports to the Sales Manager. Works closely with New Home Specialists and Transaction Coordinators as needed.

Experience and/or Education

Must possess a high school diploma; 2-4 years proven success in sales environment with an emphasis on excellent customer service preferred.   

Other Qualifications

Candidate must be a motivated self-starter, detail oriented, and well organized. Maintaining a high level of ethics and integrity in all dealings is required. The capacity for using time effectively and efficiently while focusing on the most important priorities is a necessity for this position. Candidate must display a high level of dependability by fulfilling commitments to customers, agents, and other members of the team.  In conjunction with day-to-day activities, must be flexible, a team player, coachable and accountable, and able to get along with diverse personalities. Must be computer literate and exhibit excellent customer service skills. A willingness to travel between communities and work in different community locations is required.
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