LISTING/TRANSACTION COORDINATOR

JOB DESCRIPTION CHECKLIST

· Prepare pre-list, research listing presentation; confirm appointment.

· Send a “thank you” email to listing appointments (same day as appointment).

· Answer incoming calls.  Forward calls to appropriate party, complete phone interview checklist, or handle requests.

· Check voice mail and email hourly.

· Handle Walter’s calls and assist Walter’s clients until they are raving fans.

· Notify Walter with any problems when they arise and provide two solutions.

· Handle all MLS changes and follow up to make sure change checklist was completed and accurate.

· Review all listing contracts for accuracy and process marketing checklist.

· Give property an 800 # code and enter into the system; prepare virtual tour and add to all websites.

· Process new listings using dictation from Walter.

· Complete any follow up paperwork regarding listings; make sure that it is completed correctly and in a timely manner with all seller/owner signatures obtained.

· Write and place all magazine, internet, flyer, and newspaper advertising from Walter’s notes.

· Send client the needed updates and copies of all ads that appear.

· Order signs, riders, brochure boxes, and all onsite activities.

· Notify field coordinator of price change so he/she can correct brochures.

· Make sure the office has all necessary paperwork.  

· Send the closing professional all pertinent info when the contract is executed.

· Verify credit/loan approval and appraisal conditions.

· Follow up weekly with agents, lenders, and title company who are involved with the sale.  Make sure that everything is completed in a timely manner and that we will be closing on time.  Confirm and clear all contingency dates.

· Maintain a computerized checklist, contact follow up system.

· Document all conversations with the other agent, lender, and title company.  Keep on file for reference.

· Review closing files weekly to make sure that all contingencies are completed and that any missing paperwork is completed and in the file.

· Keep listing and closing “war” boards current.  Update on Monday.

· Make sure commission order is correct and email to the office.
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· Close out the file when the title transfers.  Make sure all necessary documentation is in the office and in Walter’s file.  Get paperwork in on time.  Close out the closing checklist.

· Finalize the sold files of the past closings.  Make sure everything is complete.

· Complete any follow-up paperwork regarding sales, making sure that it is completed correctly and in a timely manner.

· Update and maintain current database.  Once a transaction closes, make sure that the contact information is updated.

· Mail “thank you” letters to all parties involved in the transaction.

· Contact owners about price adjustments and listing renewals on the unsold.

· Notify Walter immediately when an owner requests a phone call or visit from him.

· Manage follow up programs for potential sellers who want to be buyers.  Send out correspondence as required by computer contact follow up system.

· Prepare all mail outs for field coordinator: just listed, just sold, and other broker sold cards.

· Monitor supply inventory and notify field coordinator when supplies are needed.

· Always be “findable” with a pager or cell phone.

· Invest commission checks to pre-determined retirement accounts and invest the balance to company checking.

· Prepare closing statement letters for January 5th of the next year.

