
Our growing company is looking to fill the role of coordinator, production. We
appreciate you taking the time to review the list of qualifications and to apply for
the position. If you don’t fill all of the qualifications, you may still be considered
depending on your level of experience.

Responsibilities for coordinator, production

Partner in brainstorming future technological production initiatives and
champion their adoption
Adopt ad-hoc production ops assignments based on future developments
Assist Producer and Real Estate Analysts with the preparation of marketing
packages
Assist in coordinating information regarding marketing data, occupancy data,
expense analysis, aerials, maps, rent/sales, comparables
Assist with the closing process organize and close deal files
Maintain internal web-based database
Manage and update deal status in Cap Track including fee agreements, press
releases, confidentiality agreements, marketing lists, activity tracking, and e-
mail blasts
Manage bulk orders and distribution of display forms for new store
openings/renovation projects and replenishment
Retrieve and negotiate costing information
Coordinate shipments with vendors from conception to completion

Qualifications for coordinator, production

Proficient in Outlook, Word and Excel, basic knowledge of Photoshop,
Indesign and Design packages
Proven proficiency in MS Office (Word, Excel, Outlook, PowerPoint)
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Ability to complete complex work assignments and projects with minimal
supervision
Ability to demonstrate success working in a fast-paced, dynamic environment
Capable of owning and driving processes to improve efficiencies on behalf of
the team


