
 Your real estate trading services license
 4+ years experience in a similar role
 Experience in sales presentation centres or in a presale environment as

a site coordinator
 Knowledge of legal documents and procedures, including contracts and

amendments
 Extensive experience with CRM systems and generating and interpreting

reports (Spark, Avesdo, or Salesforce)
 The ability to meet deadlines and work under pressure in an ever-changing
 work environment
 A strong technical proficiency with Microsoft Office Suite
 Professional written and verbal communication
 Great interpersonal skills
 Drive, motivation and an aptitude for learning
 A good sense of humour!

YOU BRING...
Great organizational and time management skills, and thrive in a fast-paced 
environment.  You are a self-starter and a versatile team player, with excellent customer 
service and enjoy collaborative problem-solving.

WE'D LIKE YOU TO HAVE...

We know this is a long list. If you don't quite check all the boxes, but you do have 
a can-do attitude and enthusiasm by the bucket load, we would encourage you 
to apply.

Intracorp Homes supports equal employment opportunity. We celebrate 
diversity and do not discriminate based on race, gender identity or expression, 
sexual orientation, age, disability status, or any other protected characteristics. 
We take pride in fostering an inclusive workplace where our team excel based on 
their merit and ability.  

WE'RE LOOKING FOR AN EXTRAORDINARY 
SENIOR SALES ADMINISTRATOR (12-MONTH TERM)

ARE  YOU...
Passionate about Real Estate? Are you looking for an opportunity with an 
innovative company? Does the prospect of working with a talented sales team
excite you? If so, you’re probably a great fit for our Senior Sales Administrator position!
(This is a 12-month in-office contract position starting in March 2023)

Respectful Integrity

Creative Improvement

Caring For Others

Collaboration

Results Through Effort 

DO YOU SHARE 
OUR VALUES?

Learn more about our Values. 

https://intracorphomes.com/careers/


YOU'RE LOOKING FOR 
AN EXTRAORDINARY WORKPLACE

A DAY IN THE LIFE 
You'll walk into our vibrant downtown office and grab a cup of Starbucks from our 
kitchen. Reporting to our VP of Sales, you will play a key role in facilitating the 
coordination and communication between prospective purchasers, realtors, 
lawyers and the Intracorp team.

You will:

 Be in charge of preparing, organizing and reviewing all contracts, addenda, 
disclosure statements and necessary contract documentation for deal 
processing

 Collect deposits and facilitate communication with the team to provide 
reports and inventory counts

 Support the on site sales team and regularly update the CRM database
 Maintain, compile and prepare sales reports, traffic reports and monthly 

reports as required
 Monitor the accuracy of visitor/buyer information and sale contract details 

on Spark/Avesdo
 Maintain, compile and prepare sales reports, traffic reports and monthly 

reports as required
 Assist sales team with administrative activities as required

OUR CULTURE 
Our diversity enables our creativity. It is our differences that help us to make better 
choices, innovate and deliver extraordinary results. Our culture is built upon inclusivity: 
we respect every team member's strengths, views and experiences. We’re invested in 
your growth and offer much more than the typical job. With us, you’ll not only build 
extraordinary homes, but an extraordinary career. It doesn’t matter your position - 
once you're part of the Intracorp team we are dedicated to supporting you to succeed.  

OUR COMPANY
Intracorp Homes has been building the extraordinary for more than 40 years. We are a 
sophisticated, full-service urban real estate company with collaborative teams and in- 
house expertise in acquisitions, design, city approvals, debt and equity financing, 
construction, marketing, and sales. We strive to enhance the lives of our homeowners 
and add to the fabric of the existing communities in which we build. 

OUR BENEFITS

2x Company-Wide 
Vacations

Minimum 3 Weeks 
Paid Vacation

Volunteer Time Off

Professional 
Development Days

Office Perks

Transit Pass

Extended Health Care

APPLY NOW

https://intracorphomes.com/careers/



