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               Assistant Job Description – Part Time

Assist the Agent in all aspects of daily real estate sales. Assistant must be able to work independently as a self-starter, without supervision. The assistant’s main daily tasks include, but are not limited to:

· Working Expired Listings, Center of Influence, and Farm: Phone for Availability of Property, Organize and Maintain Contact System
· Answer Phones; Return Phone Calls as Directed
· Maintain Listing and Sale Pending Files
· Follow-Up on Showing Appointments and Document Remarks in the Appropriate Listing File

Other tasks include but are not limited to:

· Process Listings for Office
· Process Pending Sales
· Make Extra Keys and Pick Them Up
· Install and Remove Lock Box
· Take Pictures
· General Filing
· Order Inspections
· Order Property Profiles
· Follow-Up on Loans in Progress
· Prepare all Mailings
· Office or Caravan Listings
· Deliver Flyers to Offices 
· Send Birthday/Anniversary Cards
· Place Door Hangers for Promotions
· Maintain Birthday/Anniversary Facebook File
· Run Errands 
· Make Showing Appointments
· Attend Sales Meetings
· Send Weekly/Monthly Report to Sellers
· Send Just Listed/Just Sold Postcards
· Send Expired Postcards

· Assemble Buyer CITO Kit

· Assemble Listing Presentation

· Copying and Typing

· Sort/Handle Incoming Mail

· Maintain Client Book

· Prepare Listing Packets

· Assemble Closing Files

· Pull CMAs
· Handwrite Thank You Notes
