
 

 

 
 
 
 

 
 

We’re looking for an Office Manager 
 
 
Cobden & Hayson is an independent boutique real estate network who are dedicated to 
optimum performance. Our culture is shaped by our people and their passion for property, 
with a strong engagement within our local communities. Our doors are always open to those 
looking to be challenged, mentored and prepared to devote themselves to a prosperous 
career in real estate. 
 
Currently, we are looking for an experienced Office Manager interested in supporting a team 
of professionals in our Marrickville office.  
 
What we’re looking for  

 A self-motivator who is invested in their personal and professional development  

 A strong communicator across all mediums 

 Someone who is punctual, courteous and humble 

 Someone with natural people skills and the ability to build genuine relationships 
 
Requirements 

 Certificate of Registration is essential 

 12 months previous experience in a similar role  

 Knowledge of Agentbox & Campaign Track is essential   

 Strong MS Office & Adobe Photoshop skills  

 A reliable car and a valid driver’s license is essential  

 Well-groomed and business like appearance 
 
Responsibilities will include but not limited to 

 Be the first point of contact for all clientele 

 Meeting and greeting clients 

 Answering and diverting phone calls 

 Organising mail, scanning & filing 

 General administration support 

 Plan and implement office systems, layout and equipment procurement 

 Oversee the running of sales team including training and guidance to all staff 

 Establish standards and procedures 

 Organise office operations and procedures  

 Manage and maintain office database via Agentbox 

 Prepare relevant marketing materials  

 Coordination & booking of photographers, signboards & advertising material for 
Commercial and Residential sales  

 Maintain office equipment 
 
We invite anyone interested in finding out more to get in touch with Jim Nikolopoulos via 
careers@ch.com.au or 8999 1000. 
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