
  

 
 
  

Position:  Part-Time Office Administrator (Floater)      Location:  Nashville, TN       Posted:  09/01/2021 

                  
 

Current Job Openings 
www.crye-leike.com/careers 

 

Part-Time Office Administrator (Floater) 

Crye-Leike® is seeking Part-Time Office Administrators (Floaters) for Nashville, TN and surrounding area branches.  This 

is a part-time, as-needed position that provides coverage at our branches during peak seasons, vacation, and leave of 

absence relief.  We require candidates that are willing to work on an as-needed basis and be flexible with scheduling 

as you may be required to cover partial or full days, or a full week. 

Responsibilities: 

 Provide support for the branch broker manager & real estate associate team in all aspects of paperwork on 

property transactions. 

 Data entry for the Multiple Listing Service (MLS) 

 Answer and direct incoming telephone calls 

 Greet and assist visitors/clients 

 General office duties as assigned 
 

Qualifications: 

 2+ years administrative support experience working in an office environment 

 Demonstrated proficiency using Microsoft Word, Excel and Outlook 

 Willing to work on as-needed basis and be flexible with scheduling 

 Excellent customer service & communication skills (verbal & written) 

 Must have a professional demeanor & possess a strong work ethic 

 Experience in Real estate/real estate office a plus 

Branch locations include: 

 Green Hills, TN 

 Mount Juliet, TN 

 Lebanon, TN 

 Hendersonville, TN 

 Goodlettsville, TN 

 Hermitage, TN 

 Brentwood, TN 

 Murfreesboro, TN 

 Columbia, TN 

 St. Bethlehem/Clarksville, TN 

 Smyrna, TN 

 Franklin/Cool Springs, TN 

 Gallatin, TN 

 Sango/Clarksville, TN 

 East Nashville, TN 

 Cane Ridge, TN 

 Dickson, TN 

 Spring Hill, TN 

 Fairview, TN

 
About Crye-Leike® 

Crye-Leike®, REALTORS® is a full service real estate company founded in Memphis, Tennessee in 1977. Today, it is the 

nation’s 3rd largest real estate company and the largest serving markets in Tennessee, Arkansas, Georgia, Mississippi, 

and across the Mid-South. Crye-Leike® has more than 3,000 licensed sales associates, 500 staff members, and over 112 

branch and franchise offices located in a nine state region including Tennessee, Alabama, Arkansas, Florida, Georgia, 

Kentucky, Mississippi, Louisiana, and Oklahoma. To learn more about Crye-Leike®, visit www.crye-leike.com.  
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To Apply 
https://www.ziprecruiter.com/job/4de4f34c 
 

Crye-Leike® is an Equal Opportunity Employer. 

https://www.ziprecruiter.com/job/4de4f34c

