CHECKLIST OF WAYS TO SAVE TIME AS AN ASSISTANT
 Bunch all phone calls and return them all at once rather than intermittently during the day.

 Place all photocopying in a file and do it all at once so that you aren’t going to the copy machine every hour.

 Have a three-tiered basket file on your desk.  The first level should be top priority; the second level should be “do today”; and the third level should be “do sometime.”  This will prevent the agent from throwing files all over your desk and make him or her prioritize their importance for you.

 Have one hour of silence during the day.  Assistants all over the nation tell me that if they had one hour of uninterrupted time, they would get an entire day’s worth of work done.

· So, I suggest that you have your receptionist tell people this when they call between ____ and ____ (choose the time that best fits your schedule): “I’m sorry, but Tori is not available at this time.  She is in conference.  Please give me a detailed message and she will call you back between ___ and ____ (fill in the next half hour slot after your uninterrupted hour) or you can tell me what time is best for you.”  

· If you have voice mail, use this message: “Hello.  This is Tori.  Your call is very important to me.  I am in the office and I’m in conference.  Please leave me a detailed message and I will call you back between ____ and ____.  Have a great day and I look forward to speaking with you.”

 Before you leave each night, spend the last five minutes writing down the top priorities of the next day.  This will get you on track right away in the morning.  Also, list any possible questions that you might have for the agent.

 Before you leave for the day, always make sure that your desk is neat.  A cluttered desk full of piles will depress you as you walk into the office!

 Use a color file to hold all your reading material.  When you are placed on hold, you can also be doing something productive.

 Use a micro-cassette or digital recorder.  This will allow you to record important reminders and also organize any special projects.  The agent can use this for letters, reminders, and listing information to you.

 Speak to the agent about constant interruptions.  Try having the agent log his or her questions until there are least five, and then interrupt you.  Constant agent interruptions are a costly management problem.

 Try to have standing meetings rather than sit down meetings.
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 Meet with the agent once a day.  This need not be a pre-arranged time, but when the agent gets to the office it can be done immediately.

 Honesty will save you a lot of time.

 Always get right to the point: “How can I help you?”

 Pay all bills at the same time, once a month.  Also, keep all bills to be paid in the same area, file, or box.

 Call on the escrows/sale-in-process transactions at the same time every week.  Have the loan processor and escrow agents ready for your call by pre-arranging the time.

 When someone comes uninvited into your office or work space, stand up and walk them toward the door as you answer their question.

Reviewed and agreed upon by:

____________________________________________

    Assistant’s Signature

