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Caring about you and your property 
 
 
 
 

 
 

Job Description – Carnforth Viewing Assistant 
 
We are proud to be a family run estate agents, who lead the way through innovation 

and customer service, recognised as the Best Estate Agency in the UK 2023 (for 

both Sales & Lettings 6-20 branches), and honoured to have been crowned the 

Northwest Family Business of the Year 2022 for Business Services! 

 

We aim to provide unrivalled coverage of this beautiful area, and are always on the 

lookout for friendly new faces to join the team. 

 

We are looking for a Viewing Assistant to work from our busy Carnforth Office 

accompanying  prospective buyers and tenants around residential properties, and 

ensuring the property is shown to its best advantage. 

 

We are looking for someone with good local knowledge, a pleasant manner, the ability 

to work on their own, and use initiative. 

 

The role is a job share, working on a week on week off basis, including weekends and 

evenings. 

 
Duties and Responsibilities 

 
Viewings 

• Be friendly, courteous and professional at all times. 

• Have high standards of customer service, with the aim to exceed our client’s 

expectations. 

• Ensure client confidentially. 

• Be able to provide information to clients regarding the home, area and our 

services. 

•  Be reliable and punctual for all appointments. 

 
Office 

• Assist in managing the viewing diary and details on our computer software.  

• Handle feedback from viewings and clients. 

• Feedback any issues or opportunities to the Office Team. 
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Additional Responsibilities 
• Provide cover at other offices in the event of sickness, holidays or absence. 

• Participate in team meetings, reviews and training events. 

• Make every effort to avoid client dissatisfaction, but in the unlikely event it 

occurs use your abilities to minimise the impact. 

 
Person Specification 

 
The Individual needs to be friendly, professional and knowledgeable. They will need to 
display a passion for property and a desire to contribute to the continued success of 
Hackney & Leigh. 
 

Knowledge, Skills and Abilities 
 

The ideal candidate will possess the following: 

• A smart appearance at all times. 

• A friendly, efficient and helpful manner. 

• Confidence to deal with people and good verbal communication skills. 

• Be punctual and reliable. 

• Ability to work independently and as part of a team. 

• Willingness to learn and develop. 

• Their own car, driving licence, and car insurance including business cover. 

 


