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Job Profile

We are looking for a skilled sales administrator who can play a crucial role in driving sales growth and ensure efficient
operations. The Sales Administrator will play a crucial role in supporting the sales team and ensuring the smooth operation of
sales activities. This position requires strong organizational skills, attention to detail, and the ability to multitask in a fast-
paced environment. The Sales Administrator will collaborate closely with the sales and marketing team to provide
administrative support, maintain accurate records, and assist in achieving sales targets.
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Responsibilities:

*Assisting clients with add-on services such as bank account opening, golden visa, company formation, mortgages etc.
*Working closely with Sales and Marketing team to enter leads into CRM, updating documents and monitoring the lead
journey.


https://www.careercross.com/company/detail-543749
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*Handling all sales department or team administrative duties, including scheduling client conferences and meetings.
*Maintain and manage sales databases by taking ownership of documentation
«Communicating with clients regarding after sales support such as payments, SPA etc
*Communicating with clients for queries on add-on services
+Assist the marketing team with presentations, article writing, developer coordination, website updates etc
*Scheduling trainings, video shoots and developer visits for sales team
+Assist in interpreting meetings with Japan team as and when required.
+Utilize all business tools made available to you, such as Sales CRM, Internal Software System, Property Monitor, Genie
Map etc
*Keep up to date with real estate industry laws and local industry news, sharing this information with your team and clients as
appropriate
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Candidate Profile

*Preferred experience of 1-2 years in an administrative or assistant role
*Young and energetic

*Native Japanese speaker

*Ready to relocate to Dubai

*Bilingual — Japanese and English
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Benefits

- A fast paced, high performing team

- Multicultural environment

- Competitive Tax-free Salary

- Comprehensive Health Insurance (on-site only)
- Rewards & Recognitions

- Learning & Development
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Who we are

We are your one-stop solution to all real estate needs, Residential, Commercial, Off-Plan, Sales & Leasing, or Property
Management. With a collective experience of over 45 years in the industry, we have established ourselves as trusted experts
in the dynamic Dubai real estate market.

We help you navigate the complexities of buying, selling, and renting properties in Dubai. We are committed to exceeding
expectations and delivering exceptional results with integrity, professionalism, and personalized attention to each client’s
unique needs.

We are a team of 42 employees, Out of which 11 are from Japan working onsite and advising Japanese Clients to purchase
property in Dubai. For more information visit https://apexcapitaldubai.com/jp
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