
 

We are looking for a Full Time Trainee Property 

Manager based at our Saffron Walden office. 

Why Cheffins? 

Cheffins is a privately owned independent partnership and one that 

believes interviews are life-changing events.  
 

We focus on fair and objective hiring, we work hard to create and 

maintain a welcoming, inclusive and safe environment that embraces 

the uniqueness and value that each person can bring to the 

business.   We want everyone to be themselves. 
 

Now is the time to take your career to the next level by working 

with our Saffron Walden Lettings team in the leading Estate Agents 

office in the town.   We are excited about what this role offers, if 
you are looking for a new challenge and a career in the property 

industry, we welcome your application. 

 

Our Values: 

Welcoming, we’re friendly and make everyone - without exception, - 

feel safe, included, valued and at home at Cheffins.  
Considered, we provide effective advice and support to our clients 

and colleagues.  We’re open-minded and considerate of other people’s 
experiences and stories. 

Committed, we care about our work, clients, colleagues, communities 
and the environment. We always act with respect, kindness and 

responsibility. 

Knowledgeable, our staff combine technical and market expertise, 

with a willingness to listen and fully consider other people’s 

views, values and ideas. 

How will we reward you? 

We offer a competitive salary and comprehensive rewards package 

including, 

 Competitive holiday entitlement that increases with length of 

service 

 Additional days off every Christmas and New Year as we 

recognise that our people need a break 

 Pension scheme 

 Health Cash Plan, with a focus on Wellbeing 

 Life Assurance 

 Optical cover 

 Flexible working opportunities and we are always happy to 

discuss how this could work for you. 

Our focus is to encourage you to continue with your learning and 

development and we are committed in supporting you to be the very 



best version of yourself to help you achieve and fulfil your 

potential. 

 

Social events include Christmas and Summer get togethers, charity 

events, team building opportunities, we actively encourage our 

people to gain life experiences.  
 

What will it take to be successful? 

Ability to be able to multi task and deal with a high volume of work 

and have at least 1 years' experience in a customer facing 

environment. 

 Excellent IT skills and working knowledge of Microsoft Office 

 Strong organisational skills  

 Strong communication skills / written and verbal 

 Ability to meet multiple demands and deadlines  

 High level of accuracy 

 Experience of and a desire to maintain a high standard of 

customer care when dealing with landlords, tenants and 

prospective clients 

 Show success in commitment to meeting or exceeding 

expectations 

 Ability to work with little direction, maintaining 

confidentiality and professionalism 

 Ability to establish strong interpersonal relationships with 

team members 

 Use of own vehicle, which is insured for business use 

What will you be doing? 

Dealing with day to day matters and ensuring landlords and tenants 

receive a high standard of customer care, in line with the firms 

values. 

 

Main purpose/scope of the role: 

 Referencing prospective tenants, checking ID and running 

immigration checks 

 Negotiating move-in dates and ensuring the property is up to 

standard beforehand 

 Ensuring all legislation is met before each let - EPC, 

legionnaires, gas safety, electrical safety, smoke and 

monoxide detectors 

 Booking inventories / checkouts 

 Drawing up tenancy agreements 

 Negotiating tenancy renewals and rent increases 

 Property Inspections 

 Sending routine visit reports to landlords and acting on any 

issues raised as a result of these visits 

 Processing invoices 

 Communicating with clients / tenants on a daily basis 

 Dealing with maintenance issues in accordance with the 

landlord's instructions 

 Negotiating end of tenancy deposit returns 

 Dealing with telephone, email and face to face enquiries on a 

day to day basis. 



 Working Monday to Friday 8.30am to 5.30pm and Saturdays 9.00am 

to 1.00pm on a rota basis, with time off in lieu. 

What happens next? 

This role could be the best move you make.  Take your time to 
apply.  Be honest and tell us all about who you are, what motivates 
you, your life experiences and what you would like Cheffins to offer 

you. 

 

Before we get to meet you, take your time to look at our website and 

learn a bit out Cheffins.  Think about what you have achieved and 

how that fits with the role and person we are looking for.  
 

The interview will not be an interrogation, it will be relaxed and 

an opportunity for us to learn about you and for you to learn about 

us.   
 

To apply please complete an application form, downloadable from our 
website and return to us with a copy of your CV and a covering 

letter to Sarah Bush, Director at sarah.bush@cheffins.co.uk.  
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