



NATIONAL ASSOCIATION OF REALTORS®
Job Description 
Job Title: Director, Commercial Services


Department:


Status:
FLSA Status: (do not complete)
Reports to: (position title) 
Revision Date: 

Number of Direct Reports:
Disclaimer: Please note that this sample job description is for consideration and reference only, with the hope that it is a helpful resource.  It is not policy, and there is no requirement to use this sample.  It is not intended to represent the best, or the only job description for this position.  The needs and interests of each association vary, therefore, an association must craft and tailor the job description that is most suitable and appropriate for the association’s needs and interests.  
POSITION SUMMARY:
Under the direction of the (specify position), researches, plans, organizes, establishes and executes commercial services to promote the initiatives of commercial REALTORS® and the local REALTORS® associations.  Seeks partnerships with local advocacy groups commercial REALTORS®, other NAR and non-NAR affiliated real estate associations real estate professionals, other associations, business groups, commercial property owners, affiliates such as CCIM, as well as other local business leaders and real estate practitioners. Collaborate with governmental affairs to research, plan, and implement economic development strategies for the association.
ESSENTIAL FUNCTIONS:
· Monitor industry news, trends, and emerging technologies to produce reports, publications, stories and information for use by commercial program, association members, and external customers.
· Identify, cultivate, and convert relationships with non-member commercial brokerages and related real estate professionals to members of commercial subscription service.
· Collaborate with governmental affairs to research, plan, and implement economic development strategies for the association.
· Utilizing  REALTOR Property Resource ® (RPR) demographics and analytics, provide grassroots leadership to local Chambers of Commerce and economic development agencies for the active participation of business and community residents to understand the linkages between business, commercial, and residential sectors.
· Collaborate with education staff to identify existing curriculum (non-exclusive) and to cultivate course authors (exclusive) to produce viable commercial CE opportunities.
· Collaborate with communications staff to disseminate commercial news in current association distributions and to produce Commercial weekly e-newsletter with comprehensive calendar of industry events.
· Collaborate with event staff to plan events, networking opportunities and seminars to help commercial members prosper.
· Collaborate with marketing staff to conduct commercial member surveys, focus groups, etc., to identify commercial needs, programs, and services.  

· Curate comprehensive list of industry resources, directories, and technology tools for inclusion on commercial website; establish the site as a destination for new as well as seasoned professionals, REALTOR® and non-REALTOR®.
· Identify opportunities to connect with NAR commercial staff and fellow local REALTOR® associations to build/maintain relationships with commercial staff and improve communication on shared best practices.  

· Facilitate participation and ongoing communication with advocacy coalition organizations 

· Identify and implement opportunities for non-dues revenue generation and research and apply for grants.

· Other duties as assigned and/or required.

QUALIFICATIONS:
· Bachelor’s degree

· Three to four years of successful sales/membership development experience.

· Experience in a REALTOR® related association or business is preferred.

· Successful track record in applying proven practices related to credentialing programs.  

· Excellent verbal and written communications skills, particularly the ability to read, analyze, write, edit reports according to prescribed style/format and correspond with members. 

· Ability to effectively present information and respond to questions from groups of managers, peers, volunteers customers and the general public. 

· Ability to meet deadlines, as well as the ability to collect data, establish facts and draw valid conclusions, reason and solve problems. 

· Ability to develop and use spreadsheets and standard business software systems.

WORK ENVIRONMENT AND PHYSICAL DEMANDS:
1. Ability to walk, stand, and sit (including on the floor) for long periods of time.

2. Must be able to lift and carry supplies weighing up to 20 pounds.

3. Ability to stand or sit while maintaining alertness for several hours at a time.

4. Position may require bending, leaning, kneeling, and walking.

5. Ability to speak concisely and effectively communicate.

6. Visual and auditory ability to respond to critical situations and physical ability to act swiftly in an emergency

7. Ability to view/enter data for long periods of time.


