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               Assistant Job Description – Advanced

Goals:

· Increase Business

· Decrease Expenses

· Develop Clients for Life

· Keep Agent on Track
· Handle Administrative Duties
· Monitor Office and Personal Goals


Daily Musts:

· Handle Incoming Phone Calls

· Handle Incoming Emails

· Daily Email Market Update to Sellers

· Touch Escrow and Listing Files

· Pull Expireds, FSBOs, Farm, and Sphere Phone Numbers


Responsibilities:

· Monitor and Follow-Up on Listings

· Monitor and Follow-Up on Escrows
· Maintain Business Supply Inventory

· Handle Incoming Calls

· Monitor Website

· Return Calls in a Timely Manner

· Pull Expireds and FSBOs

· Prepare and Send Pre-List/Listing Packets

· Insure Regular Agent/Client Contact is Made

· Maintain Top Producer

· Correspondence

· Referrals from Sphere of Influence

· Maintain White Board

· Keep Agent Organized and “Uncluttered”

· Follow-Up with Buyers and Sellers

· Coordinate the Closing Process

· Maintain and Improve Office Policy and Procedure Manual


Detailed Tasks Include:
· Make Extra Keys and Pick up Keys
· Install and Remove Lock Box
· Take Pictures
· Place Signs and Run Flyers
· Order Inspections, Property Profiles, Seller's Net Sheets, Home    Warranties
· Pull Comparables off of MLS for Potential Listings
· Handle Mailings
· Handle Emails
· Run errands for Office Supplies
· Prepare CMAs
· Send “Thank You” Letters/Emails/Newsletters
· Schedule Showing Appointments
· Call for Feedback
· Send Weekly Report to Sellers
· Order all Closing Gifts for Buyers/Sellers
· Keep Agent's Desk from Clutter

Must be Knowledgeable of the Following Programs:
·    Microsoft Office (Word, Outlook, Excel)
· Craigslist

· Facebook

· Twitter

· MLS

·     Top Producer 8i
· Internet

Necessary Basic Skills Include:
· Excellent Time Management Skills
· Detail Oriented
· Great Communication Skills
· Positive Attitude
· Open-Minded and a Willingness to Learn New Things
· Team Player
· Innovative Thinker in Improving Office Procedures
