Job Title:  Commercial Real Estate Executive Assistant
Market Focus: US Commercial Real Estate
Location: 100% Remote
Work Schedule: U.S. Business Hours (Graveyard Shift in Philippine Time) 

Team Outsource is seeking a highly organized and detail-oriented Executive Assistant with experience in US commercial real estate to support day-to-day operations, lead generation, client coordination, and social media marketing. The ideal candidate is proactive, tech-savvy, and skilled in managing multiple tasks efficiently in a fast-paced environment.

Key Responsibilities:
· Conduct data research and lead generation to identify potential clients, tenants, and investment opportunities 
· Build and maintain targeted contact lists for outreach campaigns 
· Manage and organize email communications, including inbox management and follow-ups 
· Create, publish, and manage property listings on platforms such as LoopNet, Craigslist, and social media channels 
· Develop and execute social media marketing strategies to promote listings and engage clients 
· Monitor and respond to social media inquiries in a timely and professional manner 
· Coordinate client communications, schedule meetings, and ensure timely follow-ups 
· Maintain and update records in CRM systems, with a strong focus on GoHighLevel 
· Track and report on lead activity, outreach performance, listing engagement, and social media metrics 
· Assist with administrative tasks related to commercial real estate transactions and operations 

Qualifications:
· Proven experience in commercial real estate in the United States or a related field 
· Strong background in data research, lead generation, and list building 
· Strong experience in client coordination and follow-ups 
· Experience managing email campaigns and inbox organization 
· Experience creating and managing social media content for business or listings 
· Familiarity with listing platforms such as LoopNet and Craigslist 
· Proficiency in CRM tools, particularly GoHighLevel 
· Excellent written and verbal communication skills 
· Strong organizational and time management abilities 
· Ability to work independently and handle multiple priorities 

Work Requirements
· Ability to work during U.S. Business Hours (Graveyard Shift in Philippine Time).
· Comfortable using time-tracking tools such as Hubstaff.
· Reliable internet connection and a complete remote work setup.


Why Join T.O.?
· Work with a fast-growing and dynamic virtual assistant agency.
· 100% Remote Work—Work from anywhere!
· Opportunities for professional growth and leadership.
· A supportive team that values your expertise and contributions.


