



NATIONAL ASSOCIATION OF REALTORS®
MLS COORDINATOR
IDENTIFICATION:
Job Title:      MLS COORDINATOR



Department:
MLS




Status:      F/T
FLSA Status: (do not complete)
Reports to:   MLS DIRECTOR/Chief Staff Executive (CSE)
Revision Date:     7.31.17
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:
The MLS Coordinator is responsible for handling operational issues and providing support for the MLS system while ensuring accuracy and usefulness for members.
ESSENTIAL FUNCTIONS:
· Provides keen oversight of the MLS needs of the association.
· Possesses full knowledge of the MLS Rules and Regulations, lock box rules and regulations, and policies and procedures.
· Maintains partnership with MLS vendor support system.
· Assists and develops a plan to provide training to MLS users.
· Troubleshoots MLS problems and communicates with MLS Director to ensure members’ needs are met.
· Receives and verifies listing contract, or other documents for compliance to the MLS Rules and Regulations.
· Audits MLS data against MLS Rules and Regulations.
· Provides MLS technical and phone support for all MLS search products.
· Identifies and successfully resolves MLS listing problems.
· Manages Internet Data Display (IDX)/RETS (Real Estate Transaction Standard) programming.
· Processes complaints related to IDX violations.
· Handles fines and ensures the collection of fines in accordance with policy.
· Ensures membership is informed with any changes to the MLS in coordination with the communications staff.
· Writes custom internal reports as required.
· Implements data integrity policies.
· Assists in webpage, graphic design, videography and social media upkeep.
· Ensures MLS Director is informed of any problem with the system or membership.
· Serves as staff Liaison for MLS Committee for purposes of minutes and input to the meeting.
· Stays informed with NAR technology initiatives and recommends appropriate integrations with MLS activities.
· Looks for ways to offer training via web and other progressive learning opportunities.
· All other duties as assigned by the MLS Director.
QUALIFICATIONS:

· Proficient in technology, computer programs and maintenance of website and social media
· At least one year of experience in the real estate business, or a vast knowledge thereof
· Highly effective at “multi-tasking”
· Excellent written and verbal communication skills
· Attention to detail and extremely organized
· Business Acumen – Aligns work with strategic goals. Conducts cost-benefit analyses. Demonstrates knowledge of market and competition. Displays orientation to profitability. Understands business implications of decisions.

· Exceptional customer service and support skills
· A good team player

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.


