HANNAH CLARKE
LETTINGS NEGOTIATOR

Contact
Reading    |    07700 900910    |    hannah.clarke@example.com
Profile
· Residential lettings negotiator with eight years’ agency experience, including five years managing an individual pipeline.
· Match applicants to properties, conduct viewings and progress agreed lets through to move-in.
· Build repeat business with landlords through prompt updates and practical knowledge of the Reading rental market.
· Confident discussing offers, availability and applicant circumstances with landlords and prospective tenants.
· Use Reapit to manage enquiries, viewing feedback and progression records; proficient in Microsoft 365.
· Propertymark-qualified; full UK driving licence and own car for local appointments.
Work experience
Lettings Negotiator
Kennetside Residential | Jul 2021 – present
Handle residential lettings across Reading and nearby commuter areas within a five-person branch.
· Completed 88 lets in 2025 against an individual target of 84, covering flats and family homes.
· Qualify enquiries, arrange accompanied viewings and discuss offers with landlords.
· Coordinate referencing and move-in preparation with the lettings administrator, keeping all parties informed.
· Booked landlord appraisal appointments from referrals that led to eight new instructions in 2025.
· Introduced twice-weekly pipeline reviews, reducing overdue applicant follow-ups from 23 to seven over three months.
· Completed Renters’ Rights Act update training in 2026 and helped revise branch applicant communications.
Lettings Assistant
Kennetside Residential | Jun 2018 – Jun 2021
Supported negotiators with enquiries, appointments and tenancy administration.
· Registered applicants and maintained accurate requirements and availability in the property database.
· Booked viewings, gathered feedback and kept landlords updated on interest.
· Prepared property listings and checked photographs and descriptions before publication.
· Tracked referencing documents and appointment deadlines, escalating delays before planned move-in dates.
Customer Service Adviser
Thames Home Furnishings | Aug 2016 – May 2018
Helped showroom customers with product enquiries, orders and deliveries.
· Resolved delivery queries with warehouse colleagues and explained revised arrangements to customers.
· Followed up quotations and maintained customer records during busy weekend trading.
Qualifications
Level 3 Award in Residential Letting & Property Management
Propertymark Qualifications | England & Wales | 2021
A levels: English Language, Business Studies and Geography
Reading College | 2016
Interests
Running, baking and exploring local walking routes.© FreeCVDownload.com.
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