PROJECT OPERATIONS MANAGER
The Project Operations Manager works closely with the Director of Sales and Project Managers to set up and maintain
efficient and effective operations for each project. This includes system(s) set up, process implementation and
improvement, sales centre set up from an operational perspective, and all aspects of sales coordination including
staffing, training, and coaching. This role also collaborates with the Senior Vice President of Marketing and Sales with
respect to the database and with the Conveyance team.
The role of the Project Operations Manager requires someone who can work both independently, as well as
collaborate in a team setting. Organizational skills and the ability to prioritize tasks are key to success within this role.

RESPONSIBILITIES
The Project Operations Manager will report to the Senior Vice President of Marketing and Sales. The day-to-day
responsibilities of the Project Operations Manager include, but are not limited to:
 Overseeing the set-up and testing of the contract management system for all projects. This includes the
use of Avesdo, Spark and at times Adobe Annotator.
 Overseeing the set-up of customer relationship management system for all projects. This includes the use
of Lasso and Spark.
 Establishment, maintenance, and adherence the Contract Administration Process for each project.
 Developing and maintaining online and print training manuals and processes
 Regular spot audits of both the CRM and CMS systems being used at all sites to ensure accurate reporting is
in place, systems are being used properly and to their fullest and system improvements are properly
documented for consideration by providers.
 Piloting new CMS and CRM systems and providing feedback on behalf of the Fifth Avenue.
 Organization of the companies’ internal drive including defining a proper filing and labeling system. Ongoing management and maintenance of this system to ensure the team is following protocol.
 Ordering and set-up of site technology including team devices, digital registration, and touchscreen
installation/testing.
 Ordering of marketing materials and supplies for each site.
 Coaching of sales staff members and developer clients on usage of the CMS and CRM systems.
 Market intelligence and reporting with respect to buyers at each project including the preparation of a final
sell-out report outlining project trends.
 Conducting consumer surveys to gain feedback.
 On ground support at project launches.
 Liaising with the Director of Sales to ensure adequate support onsite.
 Keep key team members up to date on changes to the project that may affect their department.
 Regular audits of on-site marketing materials and project websites.
 Assist in reviewing marketing materials for accuracy.
 Represent Fifth Avenue at select industry events.
 Training on paperwork processes for new coordinators.
 Testing/audits of contract systems – prep for launch to ensure CPS is tagged correctly.
 Text/Email campaigns
 Tech support to Sales Staff (things that are not a requirement of Infinitive)
 Dropbox set-up
 Compiling and sharing Google Trackers, etc.
 Test run of cloud system and syncing abilities
 Lawyer process set up (conveyance and deposits)
 Courier set up for deposits






Creating/modifying new deal checklist for each project
Sales Team deal allocations
Onboarding set-up process (informing parties, coordination with Infinitive, etc.)
Offboarding from company set-up process (informing parties, coordination with Infinitive, etc.)

QUALIFICATIONS & EXPERIENCE
 Background in Sales and Marketing with a clear understanding of operations related to the sale of new
homes.
 Real Estate Trading Services License
 Ability to learn new technology quickly.
 Extensive experience using customer relationship and contract management systems
 The ability to lead others in an encouraging fashion
If you are interested in being considered for this position, please send a copy of your cover letter and resume to
hari@bakerwest.com and laurenb@fifthave.ca with the subject line “Project Operations Manager Application” for
consideration.

