
 

 

 

 

 

 

                                 JOB OPPORTUNITY 
 
POSITION: TRAINEE PROPERTY LETTINGS 
MANAGER  
Chapmans is a fast growing and highly rated lettings and management business based in Roseburn in 
Edinburgh. We provide a vital service to both our Landlords – who need someone they can trust to manage and 
let their properties – but also to our Tenants for whom we provide a home and a safe and happy place to live.   

We provide this service to a wide range of Landlords – from Investors, First Time Landlords, Executries and 
clients moving to us from other agencies. Our Landlords live locally and abroad.  Our Tenants are diverse and 
can be students, families, elderly people, executives and young people moving out of their family homes and 
living independently for the very first time.  

This is a fast paced business environment which is ideal for an ambitious, quality driven individual who has a passion 
for property and people.  This is a real opportunity for someone keen to build an exciting career in property.   

If you think you have the skills needed to represent our team, we have an opening for a Trainee Property Manager. 

Salary: £11,000 to £15,000 dependant on applicant plus service-related commissions/bonuses 

Hours:   Monday – Friday 9-5.30am and Saturdays as required (paid in addition) 

Start Date:  As soon as possible however, will wait for the best and right candidate  

Work Environment:  

Working in a small team based at our office in Roseburn (EH12 6AW), but with 25% of the day spent out and about at 
properties. We are a happy but very busy team and we are all willing to work hard to help each other out.  We do 
regular team training days, weekly team meetings and also always open to doing some fun afterwork activities.  

What might a day in this job look like? 

Duties that will be carried out will be essential to the smooth running of the team and business.  These include but are 
not limited to the following and we may ask you to take on added responsibilities beyond the job title: 

1. Dealing with phone-based enquiries from potential tenants looking to rent a property as well as landlord and 
existing tenant enquiries  



 

 

2. Showing prospective tenants around properties and asking for feedback 

3. Monitoring the email inbox 

4. Key management (logging keys in and out to contractors)  

5. Filing, scanning and archiving 

6. Booking in property visits for the property managers with a view to doing them yourself in the future 

7. Window displays 

8. Preparing new properties for let 

9. Instructing and chasing up Safety Certificates 

10. Keeping maintenance log up-to-date and keeping all parties informed 

11. Switching over utility accounts and council tax accounts when tenants move in and out 

12. Assisting the whole team in the smooth running of the business and the delivery of exceptional customer 
service 

What will you Learn? 

Soft Skills: First class transferable skills – interpersonal skills, communication (verbal and written), negotiation, 
customer service, administration, problem solving, prioritising tasks 

Industry Related Training / Qualifications: Microsoft office, SME professional etc 

Opportunities to become an accredited Property Manager over time with a view to really progressing in your 
career with the business supporting you through further industry qualifications. 

What Qualifications / Qualities are required? 

You will receive superb on the job training which will be a mixture of work shadowing, direct training, on the job 
learning and self-directed study should you wish to progress further. 

We are looking for someone who is well presented, personal, reliable, energetic, keen to learn and get involved, 
confident and enthusiastic with a desire to deliver outstanding customer service and must be a genuine team player. 

You must be curious – you should be interested in exploring issues, using practical and soft skills to try and work 
around sometime difficult and challenging situations.  An openness to constant learning is essential.  

We would expect you to start working towards your property management qualifications during your apprenticeship 
as well for really rapid progression. 

Minimum age of 18 with a Full Clean Driver’s License 

National 5s (Standard Grades) English and Maths 

Strong Verbal Communication Skills 

 

 



 

 

 

How to Apply:   

Please send your CV to laura@chapmanspm.co.uk with a covering letter answering the following questions: 

1. If someone – a friend or colleague - were to describe you, what words would they use? 
2. Why do you want to work within the Letting/Property sector? What excites you about it? 
3. What motivates you to get up in the morning?  

 
Closing Date: 

Friday 6th September however we will fill the position once the right person has been found. 

 

 

 

 

 

 

OUR VALUES: We are dedicated to making sure the experience and service our 
Landlords and Tenants receive from us reflects these values day in and day out. 
 
INTEGRITY – Trust is at the heart of our business ethos. At all times we aim to give you up-to-
date, transparent and reliable information so you can feel secure in the knowledge that we 
will always do the right thing for you and your rental property 
 
PROFESSIONAL – We are constantly striving to be at the top of our game and hold numerous 
professional memberships and accreditations so you can feel confident you are in secure, 
solid and safe hands 
 
QUALITY SERVICE - Our size helps us offer a flexible, approachable, helpful and 
comprehensive service – one that is tailored to suit each and every one of our client’s 
individual needs and circumstances. Our standards are high – as is our passion for the 
service we offer and ultimately, how that service is delivered 
 
APPROACHABLE - What we do is hard work and can be very challenging, but you will never 
hear anything but a friendly, cheerful and upbeat voice on the other end of the phone. We 
love what we do and we feel this comes across in how we do business day to day 
 
WORKING IN PARTNERSHIP – We look to build long lasting relationships with all our clients 
and have your best interests at heart. Your loyalty is something we do not take for granted as 
without you… we don’t exist! 
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