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               Assistant Job Description – Licensed


Goals:

· Increase Business

· Decrease Expenses

· Develop Clients for Life

· Keep Agent on Track

· Monitor Goals

· Handle Administrative Duties


Daily Musts:


· Receive Agent’s Daily Schedule

· Handle Incoming Phone Calls

· Handle Incoming Emails

· Fill Out Daily Meeting Form

· Communicate with Agent

· Go Through each Active File Folder


Responsibilities:

· Incoming Phone Calls

· Returning Phone Calls in a Timely Manner

· Incoming Emails

· Packages: Pre-List, Listing, and File Folders

· Organize Files

· Send out Pre-List/FSBO Packages

· Monitor and Follow-Up on Sales/Escrows/Closing Files

· Maintain Business Supply Inventory

· Monitor Website

· Handle Checking Accounts, Deposits, and Reconciliations

· Enter Info in Quick Books

· Keep Track of Miles

· Send out Farm Mailings Quarterly

· Follow-Up Letters to Clients

· Post New Listings on Office Board

· Monitor Weekly, Monthly, and Yearly Goals

· Update Client’s Records

· Data Entry and Reports

· Correspondence

· Get Referrals for Agent from Personal People Farm

· Maintain and Improve Office Policy and Procedure Manual

· Back up Computer Files

· Prepare Weekly Group One Tabloid 
· Open Doors to Show Homes

· Post Messages to Buyers on Craigslist


Pre-Listing Clients:

· Pre-Listing Package Deliver/Send

· Call Seller, Confirm Date/Time

· Prepare a New Client File – Computer and Hard Copy

· Work With on Preparing Property Brochure, Group One Tabloid, and Just Sold Postcards

· Prepare CMAs

· Order Property Profiles from Title Company

· Property Tax Assessor Information Sheet

· Prepare the Green Listing Folder and White Folder

· MLS Input Sheet – Highlight Missing/Needed Information

· Order 200 Just Listed Names of Neighbors from the Title Company

· Prepare Map and Directions to Property


Listing Clients:

· Prepare a New Client File – Computer and Hard Copy (Blue)

· Monitor and Follow-Up on Listings

· Submit Green MLS Information

· Submit Proper Information and Photos to MLS

· Photos and Text to Realtor.com and Group Website

· Order “For Sale” Sign

· Sold Rider Up

· Email MLS Print-Out to Seller

· Email New Listing to Top 25 Agents

· Work With on Preparing Property Brochure, Group One Tabloid, Just Sold Postcards, and Order Brochures

· “Thank You” Letter to Seller

· Make Extra Keys/Pick up Keys

· Install Lock Box with Key

· Check Sign Readiness

· Make Photo/Virtual Tour Appointment 

· Put up Brochure Box with Flyers

· Open Houses

· Send Just Listed Cards

· Email Just Listed Cards


After Offer is Received:

· Put up “Sold” or “Pending” Sign

· Collect Property Brochures

· Prepare Closing File


After Closing:

· Report Sold to MLS

· Remove Lock Box

· Remove Sold Sign

· Email Just Sold Cards

· Send “Thank You for Working with Us” Letter and Gift

· “Thank You” Letter to Other Agent

· “Thank You” Letter to Lender

· Send Sold Information to Newspaper

· Put in Anniversary File

· Client Survey Sent and Received

· Covert File to Green Sold File

· Call or Move Card

· Call Just Sold

· Remove from Internet

· Closing Letter and Statement for Buyer

· Closing Letter and Statement for Seller

· Change Website to Sold

· Update Sold Records in Pre-Listing Package

· Forward Address

· Email Solds


Buyer Clients:

· Prepare a New Client File – Computer and Hard Copy (Red)

· Pull up House in MLS

· Prepare Showing Route

· Schedule Showing Appointments

· Copies for Client/Agent

· Follow-Up Calls

· “Congratulations” Letter for Buyers

· Call Clients, Introduce Procedures

· Monitor and Follow-Up on Closing Files

· Attend Closings

· Send “Thank You for Working with Us” Letter and Gift

· Client Survey Sent and Received


Detailed Tasks Include:

· Preparing all Mailings

· Delivering Flyers to Offices

· Sending ‘Just Listed’ and ‘Just Sold’

· Running Errands (Bank, Post Office, Signs, Office Products)

· Scheduling Listings and Advertising for Caravan and Open Houses

· Preparing CMAs

· Sending “Thank You” Letters 

· Scheduling Showing Appointments

· Sending Weekly/Monthly Reports to Sellers

· Incoming and Outgoing Mail


Must be Knowledgeable in the Following Programs:

· MS Office (Word, Excel, Outlook)

· MLS Systems

· QuickBooks

· Internet


Necessary Basic Skills Include:

· Excellent Time Management Skills

· Detail Oriented

· Great Communication Skills

· A Team Player
