
 
POSITION ANNOUNCEMENT 

Sales Associate – Richmond Division 
 
Eagle Construction of VA, LLC is seeking to fill a Sales Associate position. The Sales Associate is an 
excellent entry point into New Home Sales that has kicked off many successful careers in real estate 
sales. This is a full-time, exempt position which is scheduled to provide coverage and support in the 
New Model Homes in Eagle’s Richmond Division. Based on the number of opportunities that the current 
lot pipeline accommodates, our organization is expected to grow significantly over the next five (5) 
years. If you are a motivated individual with a desire to learn and excel within a growing company, we 
would like to hear from you! 

At Eagle, we believe our greatest values are our human values, guiding everything we do and every 
moment we create together. Here, attitude is everything; we roll up our sleeves and live for the extra 
mile. It’s said what makes a “house” a “home” is heart. At Eagle, we couldn’t agree more. And it is why 
we put every ounce of ours into every home we build. 

Work Location: Centrally located in Henrico County, VA but work in all Active Eagle communities 
across Eastern, Central, and Western Divisions. 

Essential Duties: To act as a support to Sales Consultant; learn and train Eagle’s Sales Tools; greet 
customers as they enter the Sales Office and begin/give sales presentation. Duties will include (and 
training will be provided): 

• Learn and execute Eagle’s Sales Process as part of the Homebuilding Journey 
• Maintain supplies and marketing materials for the model home 
• Model Maintenance 

o Periodic Lists of maintenance for construction supervisors  
o Straightening model décor daily 

• Maintain office organization 
o Collaborate on a system of communication with Sales Consultant 
o Frequently used documents and marketing should be easily accessible  
o Keep calendar of appointments, closings, time off 

• Enter prospects into Client Relationship Management (CRM) System and manage follow-
up 

o Send “Thank You” cards after initial visit 
o Send individual follow-up cards or emails 
o Seek assistance from marketing to capture large audiences 
o Update Lasso with follow-ups and prospects return visits 

• Manage marketing flyers/signage that may frequently change 
o Brochure information  
o Community signage  

• Review Eagle website information weekly 
o Ensure base prices, incentives, and completion date of spec homes are 

updated 
o Send Marketing Team any updated pictures of finished homes 

• Review and maintain listings on MLS (Multiple Listing Service) 
o Provide pictures, descriptions, lot information, etc. for any listings that need to 



be added/changed 
o Send updated prices as often as possible to show progress of homes 
o Update changes in sales price or completion date 

• Assemble contracts as needed 
• Assist in prospect appointments, Design Center tours, and contract appointments 
• Assist in management of homebuyers after executed contracts 

o Financing (collecting pre-approvals and loan commitments) 
o Addendums for changes (selections dates, settlement dates) 

• Assist in the planning and execution of community events 
• Assist with market research of competitors 
• Deliver homeowners at closing 

Position Requirements: 
 

• Must be able to work non-traditional work schedule, including weekends 
• High school diploma or equivalent. Sales experience is a plus but not required. 
• Ability to work in all areas of Metro Richmond.  
• Clear and concise oral and written communication skills are essential. 
• Ability to use/learn computer database software. 
• This position requires an energetic, charismatic, reliable and responsible individual. 
• Limited travel to corporate office for meetings and training  

 
Schedule is Thursday-Monday, 40 hours per week 

 
Compensation: Annual Base Salary of $36,000.12, with an increased salary for the first seven pay 
periods as you build your bonus back log. Additional Compensation includes a bonus package 
based on sales. Those amounts will be discussed during the interview process. Benefits include 
competitive Medical/Dental/Vision coverage as well as 401k and Stock options. 

 
Position is open to current residents of the greater Richmond area – relocation is not provided.  

 
To Apply: 
Send a letter of interest, your current resume, availability, and salary requirements to 
careers@eagleofva.com 
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