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                                                    Assistant Schedule



8:00-8:30am

Pull Expireds, Research Phone Numbers, and Give to Agent

8:30-9:00am

Answer Agent’s Cell Phone & Pull Daily Postcard Mailings

9:00-9:15am

Check Email, Pull Today’s “To Do” List from Database
9:15-11:00am

Escrow Follow -Up/Top Priorities/Process Listings

11:00-11:15am
Meet with Agent, Give Messages and Receive “To Do” Items
11:15-12:00pm
Return Calls, Finish Top Priorities

12:00-1:00pm
LUNCH!

1:00-1:30pm

Return Voicemail Calls, Check Email—Text Agent if Urgent
1:30-2:30pm 
Quiet Time (Phones Turn to Voicemail) Project Time

2:30-3:00pm

Return All Remaining Calls

3:00-4:00pm
Finish Projects, Do Mailings, Jing Instructions

4:00-4:45pm

Final Emails, Phones Off, Last Calls Out

4:45-5:30pm

Review Schedule, Leave Agent Messages, Clean Desk
