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Exciting Job Opportunity Available!
EazyCork is offering an exciting job opportunity for the right person to come and take up the position of Cork Operations Manager. EazyCork is one of the leading providers of short-term accommodation and re-location services in Ireland. Our clients re-locate to Ireland to study and/or work. EazyCork is a young, vibrant company which is constantly developing and evolving as part of a network of branches including EazyDublin and more recently London Eazy. 
Main Purpose of the Job:

To provide critical administrative and sales support to the company directors. To organise the day-to-day appointments, activities and tasks in the office. To generally manage the day-to-day running of the agency.  Confidentiality and discretion is paramount to all duties.

Main Duties & Responsibilities:

· To organise the days activities such as accommodation inspections, client arrivals and departures, collection of supplies etc

· To meet and greet new clients and to carry out all check-in administration with them.

· To maintain a day-to-day cash flow file and a rent file logging all dates and payments meticulously.

· To do translations of clients’ CVs.

· To organise all office tasks such as general administration, buying supplies and ensuring that the office runs smoothly.

· To train and supervise junior members of staff.

· To respond to client emails such as enquiries, reservations and general queries in a swift and efficient manner.
· To ensure a high level of customer service is delivered to every customer
Salary and benefit details available upon application.
PERSON SPECIFICATION

Experience/Skills Description:

Fluent Italian and/or French necessary
Good English (Upper Intermediate level and upwards) necessary
Other languages, particularly Spanish are an advantage

Excellent organisational skills are a must!
Experience at prioritising tasks and working efficiently

Good administration skills (knowledge of Microsoft Word, Excel and Outlook necessary)

Good at problem-solving, working on own initiative and working under pressure.

Experience managing staff an advantage
Ideally has a minimum of one year’s experience of working in a fast-paced environment

Must have a full, clean, driving licence

General Personality Description:

Mature and responsible; flexible and willing; friendly and pleasant manner; works well under pressure and is good at problem-solving; quick-learner; capacity to adapt to different situations easily; discreet; 

An extremely professional attitude is required, as is the integrity necessary when dealing with confidential information.  It is desirable that the jobholder is highly flexible, and enjoys working within a demanding environment, and working simultaneously on a range of activities.  The job holder must have a “can do/will do” attitude.
Closing date for applications is Friday 1st October.
For more information please send your CV and letter of application to Julia Lynes at jlynes@eazycork.com 

