
 

As one of BC’s leading multi-disciplinary real estate organizations with over 45 years of experience, Adera has built a world class portfolio 

that includes the development of more than 10,000 homes and over 4 million square feet of commercial space. Achieving awards and 

recognition locally, nationally and internationally as a leader in design, sustainability and innovation, we take pride in our teams and trade 

partners, continually pursuing excellence and leadership in all that we do. 

Adera takes pride in the homes and communities we create for people. We like to think of those who live in our homes as family, 

and we do everything we can to build homes that meet their needs and reflect their desires. We are seeking an organized, proactive 

and diligent individual who enjoys working cooperatively to deliver outstanding results.  A creative and enthusiastic individual who 

thrives on innovation, sustainability and partnership, this person has a passion for making things right and is in constant pursuit of 

excellence. This role requires a persistent and action oriented individual who will engage a variety of stakeholders and embrace 

technology to deliver the very best of our  philosophy. 

Key areas of responsibility: 

 Coordinate advertising, promotional materials, sales events and marketing resources; responsible for content, layout, managing 
vendors and key partners to deadlines and working closely with public relations and the Creative Media Administrator 

 Process sales contracts and related documentation including maintaining sales files for all units under development and 
management reporting around sales & analytics 

 Administrative support of the sales & marketing department including meeting coordination and minutes, document and 
information management and scheduling. 

 Conduct research and market analysis, leveraging database and reporting tools to understand trends and opportunities 

Qualifications: 

 Strong understanding of real estate sales in a multi-family residential environment, with excellent verbal and written 
communication skills and outstanding administrative skills 

 Effective management of multiple projects, prioritizing work flows and adhering to strict schedules and tight deadlines 

 High standards of accuracy and attention to detail, confidentiality and professionalism 

 Computer and technology proficiency: MS Office, photo editing, web based applications including CRM and survey tools 

 Motivated with a desire to learn and willingness to take direction 

 Can do attitude with passion for engaging colleagues and contributing to a positive corporate culture 

please send your resume to careers@adera.com 

We thank all candidates for their submissions, however, only those selected for interview will be contacted. 
All submissions will be kept on file confidentially with our Human Resources department for a minimum of six months. 

The right person can transform a business, if you’re not right for this role, but you know someone who is,  
please pass on this information to help them achieve their next career success. 
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