
 

 sutton group- west coast realty 
AN INDEPENDENT MEMBER BROKER 

Webs i te :  
www.commerc ia ls u t ton.com 

 

2607 E  49 t h  Ave  #205,  Vancouver  BC,  V5S  1J9  
te l :  (604)  322-3000  

Job: Real Estate Development Assistant 
 
Job Description: this position is idea for someone new to the Real Estate Industry who is looking to learn 
more about Real Estate Development. There is an administrative component, and the first year will be a 
lot of learning and finding your fit. You will get hands-on experience and make contacts in industry. You 
will receive mentoring, career guidance, and support in your career to help you specialize in marketing, 
sales, or development. 
 
Responsibilities: 

- Manage document flow and assist with securing signatures and completing forms 
- Communicate with stakeholders both written and orally 
- Perform small research projects on properties and identify development potential 
- Keep website up to date, posting content 
- Publish and Post advertisements 
- Answer incoming calls and emails 
- Call and door knock on prospective clients 

 
Requirements: 

- Work self-directed and with follow through 
Enjoy working in a small team, and wearing many hats in a dynamic roll 

- Strong business writing skills required 
- Proficiency in Microsoft Word, Excel and be able to pick up basic software quickly 
- The ability to organize and stay on top of documents, contacts, dates, etc. 
- Driver’s license and access to vehicle required for occasional site visits 
- Willingness to cold approach potential clients through calls door knocking 
- Need to act swiftly on time sensitive tasks while remaining calm under pressure  
- DULE, BBRE, or Real Estate Trading Services license ideal but not required.  
- Real Estate, Marketing, Development experience an asset but not required, but interest is a 

must 
 
Our Company: 
We offer brokerage, and real estate development consulting services for owners and investors. We 
believe in operating with a high degree of integrity to build trust and long-term relationships. Working 
on a small team with Chris Sutton at Sutton Group West Coast Realty you will get diverse experience and 
your career growth is supported 
 
Compensation: 

- Work from home or office 
- Some flexibility in hours 
- 15 days PTO 
- Base pay $35k per year + opportunity for yearly bonus 
- Initially offered as independent contractor position 

 
 
Contact Us: 
 
Send your resume to contact@commercialsutton.com 
 
  


