THE PERFECT ASSISTANT CHECKLIST
How do you know if you’ve hired the perfect assistant?  Sometimes the answer is not clear for a period of time, because only working with someone through a variety of situations tells you how he or she will really perform.  There are several signals that seem to be universal in what I call the “Profile of the Perfect Assistant.”

 Appearance – a casual appearance denotes a casual regard for career.  We require a business appearance at our office.  We occasionally have casual days, but most of the time we require our assistants to be properly attired.  Leggings, jeans, shorts, sleeveless tops, miniskirts, and tennis shoes are not career apparel.

 Learning – an assistant who is constantly learning about real estate, listening to CDs, reading real estate magazines, reading books on real estate, going to seminars, and always searching for cutting-edge ideas to further the career of the agent he or she works for is a real asset.

 Working Time – working 8 to 5 doesn’t mean you arrive at 8am.  It means you are ready to work at 8am.  Leaving at 5 doesn’t mean your coat is on and your hand is on the door at 5pm on the dot.  Personal calls for five minutes may not seem like stealing to you, but you’re cheating your agent.  A ten-minute personal call each day multiplied by five days adds up to almost one hour a week you steal from your employer.

 Discretion – everything that is said in the office about clients is confidential, of course.  However, everything an assistant knows personally about the business and about the agent is also very confidential.

 Team Player – an assistant who is a team player and wants the success of the agent as much as the agent does is a truly valuable assistant.  An assistant who is willing to do extra to ensure the success of the agent is irreplaceable.

 Problem Solving – an assistant who solves problems and makes good decisions is extremely important to an agent.  Every problem should have two solutions before presentation to the agent.

 Positive Attitude – It is great when an agent returns from a tough appointment feeling like the day was lost and the assistant is there to provide positive support.  No matter what has happened to me during the day, my assistant was always there smiling and happy, reminding me of my successes.  It’s not fun to work with someone glum who has a black cloud over his or her head.
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 Cut Expenses – the perfect assistant is always looking for ways to cut expenses, not create new ones just to make his or her job easier.  The assistant is the perfect one to analyze all the expenses and determine if they can be eliminated or decreased.

 Caring – agents whom I have surveyed in North America all want the same thing.  They want an assistant to care about the agent, about the quality of the work, about the goals, and, most important, about their job, always wanting to do their very best.

 Initiative – the ability to proceed on projects or tasks without supervision and instructions is a valuable quality.  The assistant who can do this is truly irreplaceable!

 Pays for himself/herself -- the reality that the assistant’s efforts are directly responsible for net income flow

How many do you have checked?__________________________________________________

_____________________________________

        Assistant’s Signature
