
 

Bilingual Administrator 

Company Profile 

CLV Group, together with InterRent REIT, offers a variety of career opportunities for 

enthusiastic, dedicated individuals with an interest in real estate and property management.  

Well established and entrepreneurial, CLV Group is a market leader in the Real Estate industry 

offering exciting careers in Property Management, Operations, Sales, Marketing, Finance, 

Acquisitions and Development.  

CLV is known for its learning culture and team collaboration. We offer career advancement 

through skills training and development. We work together to deliver results and give back to 

our communities.  

We are continually growing and are seeking qualified individuals for various career-oriented 

positions including this excellent opportunity. 

Job Description 

This excellent career opportunity is open to a positive and hardworking individual with excellent 

communication skills who wishes to be part of an energetic team in a fast paced environment.  

Responsibilities will include, at a minimum:  

 Greeting high volume amounts of clients by phone or in person in a friendly and polite 
manner; 

 Receiving and directing incoming/outgoing phone calls and mail; 

 Receiving and directing emails/faxes; 

 Processing renewal negotiations with tenants; 

 Corrections and verification of new lease agreements; 

 Creation of Work Order requests; 

 Assignment of rentable items; 

 Assisting with administrative duties and leasing duties; 

 Scanning information into corporate systems;  

 Entering and analyzing data using Excel; 

 Preparing for distribution accurate agendas and minutes; 

 Preparing written correspondence including: letters, memos as needed; 

 Preparing and ordering courier/mail services; 

 Assisting with managing supplies, and 

 Other office duties as required. 



Qualifications 

 Must be fluently bilingual in French and English  

 Excellent communications skills, both oral and written 

 Past customer service and administrative experience 
 Firm grasp of MS Office Suite 
 Outgoing team player with positive personality  
 Knowledge of proper telephone and e-mail etiquette  

 Strong problem solving and organizational skills 

 Ability to multi-task and work well in a fast paced environment and under 
pressure  

 Maintain a professional appearance at all times 

Only selected candidates will be contacted. No phone calls please. 

We appreciate your interest in pursuing an opportunity with the company.  

To apply, please visit: www.clvgroup.com/careers or send your resume to 

hiring@clvgroup.com 
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