
 

 

 

 

 

 

With extraordinary drive, passion and talent, you’ll see instantly why we have become highly regarded 

within the industry. Providing a full range of estate agency services and expertise, we are now looking 

for a Lettings Administrator to join our branch in Bingley.  

 

As a Lettings Administrator within the Residential Lettings team, the requirement is for a proactive, 

versatile and self-assured individual. The successful candidate will be organised, efficient, able to work 

quickly and accurately under pressure whilst maintaining excellent customer service at all times.  

 

We are seeking a capable individual who values a long-term and secure environment in which to 

achieve success and personal satisfaction from doing a job well. The successful candidate for this 

position will have first-rate organisational, problem solving and communication skills with diligence 

and an eye for detail among their strengths.  

 

You will enjoy working within a relatively small and professional team where your input makes a real 

difference to the success of our Company.  
 

As a Lettings Administrator your main duties will include coordinating and undertaking day to day 

administration associated with our residential letting’s portfolio, progression of tenancy applications 

and agreements, ensuring that procedures at all stages are completed effectively and efficiently.  

 

The role will also include working from some of our other office locations, however, your main 

workplace will be Bingley. Therefore, a driving licence is necessary, as is a pro-active approach with 

the drive to carry the business forward and increase department revenue.  

 

Smart presentation and enthusiasm are essential as are the abilities to work under your own initiative 

and communicate effectively both orally and in writing. You should have good attention to detail and 

be reasonably computer literate with a sound knowledge of Microsoft Office applications. 

 

Property administration experience is preferred though not essential. You will inspire confidence as 

a friendly and reliable team member who is able to work under pressure and retain a sense of 

humour at all times. Ideally living locally, you should have, or be able to quickly acquire, a good 

geographical knowledge of the locality.  

If you are interested in applying for this role, please send your CV to jobs@dacres.co.uk or by 

post to Human Resources, Dacre, Son & Hartley, Unit 1-5, The Grove, Ilkley, West Yorkshire LS29 

9HS. 

 

 

LETTINGS ADMINISTRATOR 

BINGLEY/SALTAIRE/BAILDON/SKIPTON/KEIGHLEY 
(based from our Bingley office) 

 

Full-Time or Part-Time 

 


