RESPONSIBILITIES OF THE REAL ESTATE

ASSISTANT CHECKLIST

· Know the boss’s short term and long-term goals.

· Develop your job description with a manual of office operating procedures. 

· Take the initiative.  Don’t wait to be told to do a job.  Handle minor problems and learn which should be referred to the boss.

· Confer with the agent on how to handle phone calls and how to screen calls and visitors.

· Have a written plan for each day.

· Prepare your plan at the end of each day for the next day.

· Organize your desk at the end of the day.

· Keep a written list of all tasks requested by the agent.

· Don’t waste the agent’s time.  Be prepared for stand-up meetings, with necessary papers and questions at hand.

· Let the agent know what you needs are in order to do a good job.

· Be positive.

· Work hard to make your agent look good.  Winners always take their support team with them when they move up the ladder.

· Communicate, communicate, communicate!  Ask for assistance.  Be honest and professional.  Be sensitive to the pressures and responsibilities of your boss.

· Recognize the agent as a risk taker.

· Maintain a good sense of humor.
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