ASSISTANT CHECKLISTS

The chapter heading “Assistant Checklists” is a bit broad so let me explain.  These checklists can be used in determining whether or not the potential hire that you’re interviewing is worthy to become your assistant.  Furthermore, these could be checklists that the assistants would use on a daily basis to run your business.  These checklists form the duties that you deem necessary and duties that are to be done on a consistent basis.  These checklists may not be the only ones that your assistant could use -- but probably they are the first ones that they will be introduced to.  An assistant could also take over your expired, FSBO, listing presentation preparation, closing, or any other checklist in this book.  In this chapter, I have put the checklists that ONLY an assistant would be expected to use or checklists that are to be used to hire an assistant.

Remember, the ultimate goal of each checklist is to be able to delegate so that you can move on to more client-pleasing and client producing tasks.  All checklists will eventually be used by someone else, but the checklists in this specific chapter are to help you hire that super assistant.  The balance of the chapter is comprised of checklists for that super assistant to use.

