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             Assistant Job Description – Intro Level

Goals:
· Increase Real Estate Business for Your Agent
· Decrease Expenses for Your Agent
· Assistance in Developing Clients with a Database
· Keep Agent Working on High Volume Dollar Productive Activities Only
· Monitor Goals

· Handle ALL Administrative Duties


Daily Musts:
· Research New Listings and Stats
· Receive Agent’s Daily Schedule

· Handle Incoming Phone Calls

· Handle Incoming Emails

· Daily Meeting Form at End of Day

· Communicate with Agent


Responsibilities:
· Monitor and Follow-Up on Listings

· Monitor and Follow-Up on Sales/Escrows

· Craigslist Posting

· Maintain Business Supply Inventory

· Handle Incoming Phone Calls

· Social Media Posts

· Handle Incoming Emails

· Monitor Website

· Handle Checking Accounts, Deposits, and Reconciliations

· Return Phone Calls in a Timely Manner

· Research Expireds

· Research FSBOs

· Send out Pre-List/FSBO Packages

· Prepare all Buyer, Seller, and Relocation Packages

· Send out Neighborhood Farm Mailings 8 X 8 then Quarterly

· Post all New Listings on Office Board

· Monitor Weekly, Monthly, Yearly Goals

· Keep Files Neat and Orderly

· Go to Closings

· Keep Client Records Up to Date

· Data Entry and Reports

· Correspondence

· Get Agent Referrals

· Handle all Affiliates

· Post all Sales on Office Board

· Follow-Up with Sellers and Buyers

· Follow-Up During Listing Period

· Maintain and Improve Office Policy and Procedure Manual

· Back Up Computer Files

· Compile Phone Numbers for Prospecting


Detailed Tasks Include:
· Make and Pick up Extra Keys

· Install and Remove Lockbox

· Take Pictures

· Order Inspections, Property Profiles, Farm Lists, and Seller’s Net Sheets

· Prepare Mailings

· Deliver Flyers to Offices

· Send ‘Just Listed’ and ‘Just Sold’ 

· Run Errands: Office Products, Bank, Post Office, Signs

· Schedule Listings and Advertising for Caravan and Open Houses

· Prepare CMAs

· Send Thank You Letters, Holiday Cards, etc.

· Schedule Showing Appointments

· Send Weekly/Monthly Report to Sellers

· Handle Incoming and Outgoing Mail


Must Be Knowledgeable in all of the Following Programs:
· MS Office (Word, Excel, Outlook)

· MLS Systems

· Top Producer

· Quicken

· Internet


Necessary Basic Skills Include:
· Time Management
· Detail Oriented
· Good Communication Skills
· Be a Team Player and Always Make Your Agent Look Good!
