Personal Assistant

5 Hr.

Every morning at the start of the business day, you will be required to pull
all of the Expirees in your target market.
Select the appropriate price range and area, then preset the search on
your MLS system.
Have all of the expirees pulled, have all of the available phone #s and
print the full MLS brochure on each property complete with directions.
Make the Realtor aware of the expirees that have phone #s and encourage your Realtor to make the necessary initial contacts every day.
Suggest drive by contact of expirees in areas that your Realtor has done
business during the past 6-12 months;.

Personal Assistant

3 Hrs.

Every morning at the start of the business day immediately following the
run and research expired listings task
The assistant will complete 5 absentee owner handwritten notes as per
the absentee owner training module.
Notes will be written to 5 absentee owners per day and added to the
Absentee Owner Excel spreadsheet as soon as the address has been
confirmed through the US post office.
(I.E. not returned to sender or undeliverable as addressed.)
The assistant will clean the leads over 2-3 weeks.
The final EXCEL spreadsheet will serve as a Niche’ farm of
Absentee Owners during the next several years
5 per day should take 30 minutes MAX at 2.5 hours per week.

Personal Assistant

5 Hrs.

Every By Owner Lists is a regiment of follow up procedures
for the FSBO prospect.
It includes 7-9 preset tasks per prospects that need to be completed on
two prospects every day of the business week.
10 per week = 43 per month
43 per month = 516 annually
The tasks need to be trained by the Realtor. The non negotiable here is the consistency of the follow up. Each prospect must have all of the follow up material
addressed, stamped and placed in tickler file for mailing on the preselected date
and time.

It takes approximately 30 minutes per prospect, that is 1 hour per day.
The assistant shall prompt the Realtor to make the follow up contacts by
phone or in person as necessary per the EBOL follow up grid.

Personal Assistant

2 Hr.

The assistant must follow exact detail every aspect of the preclosing drill
and post closing drill for all upcoming closings.
Preclosing drill is an automatic on all pending deals beginning 3-5 days prior to
closing and all tasks must be completed and initialed by the assistant.

Post Closing Drill is a TEN step process that must be completed on all closed
transactions prior to submitting the commission check request to the brokerage.
The assistant shall have 24 hours (business day) from the time of the closing to
complete all tasks associated with Post Closing Drill.

It takes approximately 60-90 minutes per closing.
The assistant shall prompt the Realtor to make the follow up on all customer service issues and items that fall outside of the terms of the original contract and closing procedure.

Personal Assistant

2 Hr.

The assistant shall build ad manage a contact data base of all sphere of
influence persons as directed by the Realtor.
Contacts shall include any and all individuals and families that would recognize said Realtor in
person by name in a social setting. These people represent the finest opportunity in residential
real estate and must be proactively prospected on a monthly basis.
The EXCEL spreadsheet shall include all pertinent contact information and be formatted to mail
merge and mailing label integration.
The assistant shall invest 60-120 minutes every week in updating and cleaning the database as
well as finalization of Realtor directives on monthly prospecting materials and tasks related to
these clients.
Postcards, direct mail, telemarketing, inventory update calls, preconstruction invitations, mail
merge letters, holiday greetings and the like will fall into the assistants to do list during this 60-90
minute window once every week.
The entire years activities are illustrated in business plan refer to it!

Personal Assistant

2 Hr.

The assistant shall build ad manage a contact data base of all past customers as directed by the Realtor.
Contacts shall include any and all individuals and families that have closed transactions, written
offers or listed properties with the Realtor since the beginning of the Realtors career. These
people represent a significant opportunity in residential real estate and must be
proactively prospected on a monthly basis.
The EXCEL spreadsheet shall include all pertinent contact information and be formatted to mail
merge and mailing label integration.
The assistant shall invest 60-90 minutes every week in updating and cleaning the database as
well as finalization of Realtor directives on monthly prospecting materials and tasks related to
these clients.
Postcards, direct mail, telemarketing, inventory update calls, preconstruction invitations, mail
merge letters, holiday greetings and the like will fall into the assistants to do list during this 60-90
minute window once every week.
The entire years activities are illustrated in business plan refer to it!

Personal Assistant

2 Hrs.

The assistant shall invest 60 minutes on all pending listing appointments
in preparation for the presentation to be completed by the Realtor
A seller presentation is the most valuable time invested in our industry. The presentation materials must be PERFECT every time. The Realtor and the assistant will have exact specifications for
the presentation materials to be included in the comprehensive CMA and listing presentation.
The materials will be in the same order and same presentation set up every time and the assistant will initial the checklist of the CMA and listing prep work prior to submission to the Realtor.
The Realtor averages _____ listing presentations per week and each presentation will require
approximately 1 hour prep work.

It is the assistants sole responsibility to have the printed materials organized in a manner that
makes the preparation efficient. This will be done 100-300 times per year so let’s get it right the
first time, so that we can get it right every time.

Personal Assistant

2 Hrs.

The assistant shall invest 2 hours every week preparing the marketing
materials and presentation materials for the Realtors farms area, as per
the business plan.
2 hours per week = 8.66 hours per month.
This is the required allocation of time to prepare, present, proof and distribute our farming
materials and marketing message.
The Realtor will provide direction at weekly meetings to assist the assistant in
the proper implementation of the business plan for the geographic farm area.
The assistant will be required to familiarize him/herself with the procedures necessary to
implement our geographic farming procedures.
Every week 2 hours will be invested in facilitating your Realtor directive in geographic farming.
We do not reinvent the wheel every month.
The postcards, letters and holiday greetings have all been decided in advance.

The 2 hours per week is to implement not initiate.

Personal Assistant

1 Hr.

The assistant shall be required to meet the Realtor one hour every week
at the beginning of each week.
During this important session the assistant shall initiate clear and concise
updates for the Realtor on tasks and achievements from the prior week.
In addition the assistant shall present a prioritized list of preset tasks and
specific intent for the approaching week.
It is at the end of the assistant recap and update that the Realtor will
comment on progress and prioritize.
The Realtor and Assistant will then brainstorm each preset task and
briefly discuss potential obstacles or delays.
Final Assignments will be made for the week at this time.
This session should not take more than 1 hr.

Personal Assistant

3 Hrs.

The assistant shall be required to write and organize advertisements
according to a prepared plan set forth by the Realtor.
The specific ads to be written and what information shall be provided in
the ad will be at the Realtors direction. Which properties and photos will
be run is decided by the assistant under direct supervision of the Realtor
The assistant will become more and more familiar with the Realtors style
and preferences. The result will be a shared vision for the types and style
of ads and the properties selected to market.
As the relationship progresses the assistant will be able to complete the
Realtors thoughts relative to a shared advertising philosophy.
3 hrs every week will be sufficient to build the ads prior to deadline.

Personal Assistant

10 hrs.

A large part of the assistants preset allocation of time will be invested in
providing a level of world class service to our clientele.
This effort takes time and care. Our customers deserve professional
dialogue and conscientious follow up to their every request.
If you do not have an answer seek it out and find it!
While you are finding the answer call them to tell them that you are working on it and when you expect to respond. Then call them again when
exactly you said you would.
UNDER promise and OVER deliver!!!!
Always refer to the Realtor as MR. or Mrs.. SURNAME to elevate the
Realtors credibility in his clients mind.

