
 
 

Operations Coordinator  
The Operations Coordinator manages the administrative underpinnings of the House Dressings rental 
program, assisting real estate agents, home sellers, builders and flippers with professional staging services 
for vacant new construction, resale and flip homes.   The Operations Coordinator will provide key 
customer engagement and ensure the effective scheduling, delivery and installation of staging rental 
packages.  
 

DUTIES INCLUDE BUT ARE NOT LIMITED TO THE FOLLOWING: 
· Manage weekly rental schedule for House Dressings’ vacant staged listings and other administrative 

tasks necessary for effective coordination of all vacant services. 
· Coordinate delivery, installation and finish styling of each rental package with key members of the 

House Dressings team to ensure effective packing, loading, transport, unloading and setup at each 
newly staged listing.  

· Serve as point of contact for new, ongoing and returning customers, providing regular and 
professional communication as needed throughout the rental process.  As time permits, provide client 
engagement to strengthen existing relationships.  

· Maintain inventory to ensure rental items meet consistent high-quality standards.  Visit and inspect 
installed packages regularly and tweak/clean as needed. Recommend repairs and/or replacement as 
needed.  

· Perform accounts receivable tasks including generating and sending monthly invoices and monitoring 
timely payments. 

· Assist House Dressings team members with marketing and promotion of each newly staged home.  
· Serve as a vital, integral member of the House Dressings team, attending regular team meetings and 

other industry networking opportunities as requested.  
· Monitor and maintain marketing supply inventory such as signage, business cards and brochures at 

staged listings. 
· Other projects and tasks as assigned. 
 
Desired Qualifications, Skills and Requirements 
· Ability to work efficiently, both independently and collaboratively. 
· Highly organized, dependable, discreet, and trustworthy.  
· Ability to multi-task and execute projects, working closely with team and clients. 
· Excellent character and judgment, with attention to detail and accuracy. 
· Demonstrated experience in database management, document management with specific proficiency 

in MS Office Suite, including Excel, Outlook, Word, and invoice-generating software such as Zip 
Books. 

· Excellent written, oral communication, and interpersonal skills. 
· Ability to stand and move for extended periods of time and lift objects up to 20 pounds. 
· Ability to anticipate information and/or support needed as work evolves. 
· Interest in interior styling and real estate marketing. 
· Prefer candidates with a college degree and a minimum of 4 to 6 years of work experience. 
 
Note: This is a 10-hour, flexible work-week position with some required core hours, with the potential of 
additional hours as requested. It’s an ideal opportunity for a college graduate student interested in small 
business operations or a parent of a school age child interested in part-time work. Hourly wage 
commensurate with experience.  For immediate consideration please send a cover letter and resume to 
hello@housedressingslft.com. First review set for July 30, 2019.  
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