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Business and Property Assistant   
Samworth Farms is a rural based business with the core enterprises in Nottinghamshire and an Estate in Gloucestershire. The business comprises a varied portfolio encompassing self-storage, let property, renewable energy, crop storage and farming. Our mission is to produce quality goods and services which add value to our customers' businesses, provide fulfilling employment, and be environmentally responsible and socially aware. 
What you’ll be doing 
We are seeking a motivated and enthusiastic person to assist the Property and Business Manager with the day to day running of the business. You will assist with our self-storage enterprise, provide a supporting role for our let property enterprise whilst helping to support the other business enterprises. You will be joining a small dynamic office team of four and whilst the role is office based, there will be a requirement to travel to site.
Responsibilities
· To assist the Property and Business Manager.
· To oversee the practical and day-to-day operations of the self-storage enterprise such as setting up new customers, overseeing repairs, managing our database system, updating our website, and chasing any debtors. You will be the point the contact for our customers. 
· To assist with the day-to-day management of the commercial and residential property portfolio. Arrange utility recharges, manage the service charges, ensure property repairs are organised, benchmarking, oversee our holiday letting enterprise and maintaining our property database. 
· Ensure compliance with relevant legislation and regulations.
· To oversee office functions and administration.
Experience/Qualities 
· Excellent communication skills 
· IT literate 
· Attention to detail and organisational skills
· Ability to multitask, prioritise effectively and work independently 
· Ability to work under pressure and meet deadlines
· A friendly, team player and hands-on 
· Experience in property management desirable but not essential
· The personality and commitment of the applicant will stand for as much as previous property experience 
· Driving license 



Salary and Benefits 
A competitive salary will be discussed with the successful candidate. Holiday allowance of up to 23 days and Nest pension scheme. 	
Job Type: Full time. The role is office based with periodic travel to site. 
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