JOB DESCRIPTION FOR ADMINISTRATIVE ASSISTANT

Goals – Why Tori is here:

· To make sure clients are happy and satisfied with Walter’s service.

· To put Walter in front of as many buyers and sellers as possible, resulting in Tori paying for herself.

· To look for ways to increase income and decrease expenses, resulting in Tori paying for herself.

· To handle the administration and coordination of the office so Walter can focus on prospecting and selling real estate.

· To make sure that each employee, including herself, is a profit center by prospecting daily and asking for referrals.

· To work hard, to understand Walter’s goals and the way he thinks, and to try to think like he does

Action Plan

· AM/PM – All expireds: letters, calls, and visits.  Goal: to get Walter appointments!

· Computer back up – once a week on late Friday afternoon

· All buyers – call once a week; send properties and letters; do buyer’s search

· Open houses – Sundays, as often as possible

· Unit mail out – daily; 25 letters to people who own five units or more; then call those 25 each day; next day, new group of 25.

· Email – daily; email the new listings to top real estate offices and update the list with new top agents

· Six month old FSBOs – every Monday; research on the internet and call from old Sunday papers

· Local professional’s farm – every quarter; contact by letter and phone the financial planners, accountants, lawyers, builders, and architects.

· Press releases – every two weeks; send to everyone on press release list; update and clean up list monthly

· Referral system – monitor once a week; incoming and outgoing referrals, all correspondence and calls (agents and client referrals)

· Research daily all free-and-clear newly listed apartment buildings and put on Walter’s desk

· Board breakfast sheets – Thursday; take “hot sheets” to printer to be ready for Tuesday’s board breakfast

· I Saw You in the News, Congratulations – send out 15 to 30 a week with a follow-up call

Job Description for Administrative Assistant

Page 2

· Listing leads A – call weekly

· Current listings – call weekly

· Call “for rents.”

· 25 non-owner occupied letters – daily; 25 follow-up calls daily.

I agree that this will make me productive and excited!

____________________________________________

   Tori

