
Job Description - MIS  

 

Job Summary 

This role is responsible for managing and analysing data related to the organization's information

 systems. 

Key Roles and Responsibilities 

Database Management:  

Maintain and update databases containing property listings, client information, and other relevant

 data. 

Reporting: 

Generate regular reports on key performance indicators, market trends, and other metrics to assis

t in decision-making. 

System Administration: 

Oversee the functioning of real estate management software and ensure smooth operation of MIS

 systems. 

Data Analysis:  

Analyse data to identify trends, patterns, and insights, aiding in strategic planning and decision-

making for the real estate projects. 

Automation: 

Implement and optimize automated processes for data collection, reporting, and analysis to enha

nce efficiency. 

Collaboration: 

Work closely with other departments to understand their data needs and provide necessary suppo

rt for effective decision-making. 

Troubleshooting: 

Address and resolve any issues related to data integrity, system functionality, or reporting discre

pancies. 



Documentation: Maintain comprehensive documentation for databases, processes, and reports t

o ensure clarity and knowledge transfer within the organization. 

Training: 

Conduct training sessions for staff on the effective use of MIS tools and systems. 

Security: 

Ensure the security and confidentiality of sensitive real estate data, implementing measures to saf

eguard information. 

Technology Integration: 

Stay updated on emerging technologies and assess their potential integration to improve MIS pro

cesses in real estate. 

A successful MIS Executive in real estate should possess strong analytical skills, attention to det

ail, and a good understanding of both real estate operations and information systems 

 


