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               Time Management for Top Pro Assistants


1. Review your schedule the day before, “your next day starts then.” Plan the schedule subliminally so you don't wake up anxious in the morning. This is a great stress reducer. 

2. Fill out the Daily Meeting. I suggest printing this in yellow, green, or purple. Copy in a color you can easily find. See attachment.

3. Fill out tomorrow's schedule before you leave. Schedule doing this task; 4:45 works great. Keep the schedule handy and work on it during the day. Use a clipboard so you can easily find it. 

4. Bunch all return calls at one time. Do not do this activity helter skelter—it is really a time waster.

5. Train your AGENT to not speak with you until 11:00, or until after they have completed their prospecting.

6. Schedule your lunch and take it!

7. Email whenever possible. Train your affiliates to respond and correspond by email. Remember you are the “keeper of the gold.”
8. Use color-coded files for various tasks.  For example, TO READ, TO DO, TO FILE, TO ASK AGENT, TO CALL, etc.

9. Always put your personal items, keys, etc. in one place.

10. Make Pre-List packages in bunches of 25 or 50.


11. Have an inventory checklist. Schedule time to check it once a month. Order two office supply items at a time. For example, 2 fax cartridges rather than one, that way you never run out.

12. FOLLOW A DAILY SCHEDULE.

13. Have a clock on your desk to monitor your time. (This also monitors time wasters.)

14. DELEGATE, DELEGATE, DELEGATE. Who else can do this? What about an

Affiliate? Ask.

15. Touch paper only once. Real estate assistants could die of the disease of piles!

16. Shut your office door; do not talk to other Realtors/assistants in the office.

17. If off schedule, get back to it immediately where you dropped off.

18. Always leave the top of your desk clean every night. Do not walk into chaos to start the day. 

19. Have buyers and sellers come to the office with paperwork and drop it off.

20. TURN THE PHONES OFF FOR ONE HOUR A DAY. YES, that's right. Do it!

21. Control your communication with your agent.

22. Control your communication with your affiliates.

23. Leave voicemails for the agent at the end of the day.

24. Turn off phones 15-30 minutes before you leave to finish outgoing calls, and to clean office.

25. 3 Tier file: top tier—top priority, middle tier—do today, bottom tier—do sometime. Teach the agent the system.

26. Use a headset.

27. Buy the necessary supplies to make your job more efficient and productive.

28. Post your schedule.

29. Learn to INTERRUPT time wasters politely.

30. Do not give mini-seminars to other realtors and assistants in the office.


31. Place all photocopy in a file; do it all at once so that you aren't going to the photocopying machine every hour.

32. Use a smartphone recorder app to record important reminders and also organize any special projects. The agent can use this for letters, reminders and listing information for you.

33. SPEAK TO THE AGENT ABOUT CONSTANT INTERRUPTIONS. Try having the agent log his or her questions until there are at least five, and then interrupt you. Constant agent interruptions are very costly management problems. Give them a clipboard!

34. Always meet standing up.

35. Meet with the agent once a day. This must be pre-arranged. Please come prepared with your list of questions and information. Limit the meeting to 15 minutes.

36. HONESTY, this will save you lots of time.

37. Use a weekly or daily timer.

38. Do the same things at the same time every day/every week.

39. Say NO; say, "THAT’S IMPOSSIBLE!"

40. Always get to the point: "How can I help you? I am just stepping into a meeting…"

41. Pay all bills at the same time of the month. Keep bills to be paid in the same place, file, drawer, etc.

42. Set priorities and do them FIRST.

43. Old saying: "Yesterday is a cancelled check. Tomorrow is a promissory note. Today is cash; spend it wisely."

44. When someone comes into your workspace uninvited, stand up and walk them to the door as you answer the question.

45. Set both short-term and long-term goals.

46. Use white boards to monitor priorities and tasks. Put end dates of projected completion. Rate in order of importance.

47. Call on escrows/sales-in-process transactions at the same time every week. Have the loan processor and escrow agents ready for your call by prearranging the time.

48. Don't be a perfectionist. This will really slow you down.

49. Set expectations with sellers and buyers regarding communication. This eliminates a lot of calls on their part.

50. Schedule project time and no interruptions. For example, Wednesday afternoons from 2-4, work on drip email.

51. Check email three times a day: once at 8:30, again at 1:00, & again at 4:00pm.

52. Bunch all errands at one time. Chunk everything!
53. Schedule backing up your computer on Friday or get Carbonite for backup.
54. Schedule a PURGE DAY each month.

55. Schedule “clean, sort, catch up" early morning or late one evening.

56. Always request a time for follow-up with clients and affiliates.



 
DAILY “TO-DO" AND DAILY MEETING: ________

 





     
       (Date)


Today's “to do” list:
1. _________________________________________
2. _________________________________________
3. _________________________________________
4. _________________________________________
5. _________________________________________
6. _________________________________________
7. _________________________________________
8. _________________________________________
9. _________________________________________
10. _________________________________________
11. _________________________________________
12. _________________________________________
13. _________________________________________
14. _________________________________________
15. _________________________________________

Today I accomplished:
1. _________________________________________
2. _________________________________________
3. _________________________________________
4. _________________________________________
5. _________________________________________
6. _________________________________________
7. _________________________________________
8. _________________________________________
9. _________________________________________
10. ________________________________________

Tomorrow ____ I need to:

1. _________________________________________
2. _________________________________________
3. _________________________________________
4. _________________________________________
5. _________________________________________
6. _________________________________________
7. _________________________________________
8. _________________________________________

Problems/Questions:

1. _________________________________________
2. _________________________________________
3. _________________________________________
4. _________________________________________
5. _________________________________________
