
 
 

Marketing & Administrative Assistant – Real Estate 

Marketing & Administrative assistant needed for a top-ranking Real Estate company in Nassau. This role 

offers the opportunity for a broad range of marketing and administrative responsibilities providing 

support to the Marketing Department and the real estate office. This position requires creativity, social 

media and technology support, strong attention to detail, outstanding customer service skills and 

provides the chance to support a dedicated and enthusiastic group of professionals. 

Duties/Responsibilities: 

 Create content and manage calendars for all social media accounts, ensuring the voice and look 

are in accordance with the brand 

 Assist with marketing to multiple databases, mailing campaigns and newsletters 

 Maintain marketing information in marketing databases and sign inventory 

 Meet and greet customers, answer and direct phone calls and provide excellent customer 

service 

 Format and type a variety of correspondence  

 Provide back office support to the Real Estate Administration and Marketing Teams 

 Assist in maintaining the organization of office and kitchen, as well as with the stocking of 

supplies and marketing materials 

 Other duties as assigned 

Qualifications: 

 Strong editing skills, i.e., spelling, grammar, punctuation required 

 Excellent problem solving, interpersonal, verbal and written communication skills 

 A creative thinker with a keen eye for detail 

 Proficient with social media applications such as Facebook, LinkedIn, Instagram, Twitter 

 Experience in a professional business environment with administrative and/or marketing 

responsibility preferred; knowledge of the real estate industry a plus. 

 Strong computer skills, prefer ability to problem-solve computer glitches and technology 

challenges 

 Proficient in Microsoft Office Suite and the ability to use Internet-based software 

 Experience with Adobe Systems, InDesign, Excel, Mail Chimp and/or Constant Contact, preferred 

 Motivated and proactive team-player that is eager to learn and grow 

 Ability to multi-task, prioritize and be flexible with changing business needs in a team 

environment 

Hours: Full-time 

 

Please submit resumes by November 12, 2019 to info@bahamasrealty.com  

Successful candidates will be contacted for an interview.  
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