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Commercial Real Estate Services

Since 1953

One Burlington Woods Drive

Burlington, MA 01803

PH: 781-273-5555 / Fax: 781-272-8408

RETAIL LEASING BROKER
Burlington Office
Position Description

Summary:  Highly ethical and motivated to assist Vice President in leasing retail space within the existing portfolio, and also assist in identifying and pursuing new business opportunities.
Essential Duties and Responsibilities include the following.  Other duties may be assigned.

· Must have knowledge and passion for RETAIL REAL ESTATE.
· Be knowledgeable of retail markets.

· Maintain industry sale and lease data for the company database.

· Actively market existing projects.  

· Create information packages and mailers with market analysis, fact sheets and site plans to effectively market retail space.

· Cold call for tenant prospects and sales leads.
· Schedule and coordinate client tours of property and market

· Conduct property showings to prospective tenants

· Negotiate letters of intent and leases.

· Prepare detailed activity reports as needed and/or requested. 

· Participate in creating and presenting presentations and proposals

· Maintain positive relationships with team and clients

· Be active in the industry and cooperate with the brokerage community

· Excellent written and verbal communication skills

REPORTING RELATIONSHIP: Vice President of Leasing

QUALIFICATIONS: 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE: 
One to three years Real Estate and/or Sales experience.  BA in Finance or Marketing preferred.

COMMUNICATION SKILLS: 
Demonstrated sales skills and strong writing skills.
MANAGEMENT EXPERIENCE: 
N/A

COMPUTER & MATH SKILLS: 
Experience with Microsoft Excel, Outlook and Word

BUSINESS SKILLS: 
Must work well in a team environment as well as independently when necessary.

REASONING ABILITY: 
N/A 

CERTIFICATES, LICENSES, REGISTRATIONS:
MA Salesperson license preferred but not required.

PHYSICAL DEMANDS: 
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

WORK ENVIRONMENT: 
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
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