“ACTIVITIES BLUEPRINT” for REALTORS”

EXTRACTS FROM THE BOOK

Foreword                                         

The information in this “Activities Blueprint” for Realtors will be of interest to every person who has ever had anything to do with real estate. All persons who are presently reading this forward and in particular agency principals, real estate agents, including the secretaries taking messages for the agents, should have a copy. It clearly defines exactly how when and where the income that Estate Agents earn comes from, and how to go about the many activities so that the flow of this valuable commodity does not stop. This is a practical insight into the daily workings of real estate agents highlighting what they need to know and have to do in order to continue giving that selfless service which they are constantly called upon to deliver……………………………..

1.1 Introduction   

It has been said, and cannot be denied, that Real Estate is the innermost part of all wealth, the heritage of the wise, the thrifty and the prudent. In my opinion this is why a professional estate agent is a valued member of any modern community and is as important to its general well-being as the local Doctor, Dentist, Veterinarian, Attorney, Accountant, or Bank Manager. An Estate Agent’s domain is after all the provision of Shelter, which together with Food are life’s two most basic necessities.     
A career in Real Estate has always been, and will continue to be, very demanding. It requires commitment to long and unreasonable working hours, often without much attention being paid to weekends, family, meal times or leisure. 

It is not an 8 to 5 or part time career but a complexity of multiple and varied activities. A few of them require physical fitness, but most of them call for concerted mental ability. It is important however, to constantly bear in mind that it is a people business which is why the honing of special skills is paramount. It is a time consuming profession, which requires an alert mind and a body which is preferably kept physically fit and in shape…………………………………………….

……………………………….If you are an existing estate agent, this guide has not been written with the idea of introducing or teaching anything that you do not already know, but rather as a handy reference to assist you in rekindling your skills. The main objective is to assist you to give extra attention to, and enhance performance of those income-producing activities involved in your day-to-day business………………

1.2 Background 
Twenty five of the activities involved in the daily work of Real Estate Agents are outlined in this “Blueprint”. …………………………………………….Understanding and accepting that mental and practical involvement in the activities is essential, but your ultimate success will require that you prioritise them in an order that best suits your personal modus operandi. With experience, and time in the business, a few of the activities will come about automatically but only after you have performed the others consistently and correctly.  ………………….

“Planning your work and working your plan”, is a truism as old as the hills and in the Real Estate Industry, your success definitely depends on that. This means that in order for you to succeed all you have to do is………………………………………..


1.3 Basics
Before we discuss any of the real estate activities, let us examine some basic necessities which are vital at the start of any career. These often-neglected functions have to be clearly understood. When ignored the employee starts at a distinct disadvantage. …………………………………………………………….It is essential that every employee knows, understands, and embraces this introduction to  their basic training because the knowledge that they gain will……………………………………..

This “Blueprint” is a practical outline about a real estate agent’s activities, and has been written as an tool to help you to achieve a win-win situation while doing your daily job. ……………………………………………………………………..As mentioned earlier, the function of a Real Estate agent consists mainly of a number of activities which you can liken to the list of ingredients used in a recipe for baking a cake, and the order in which you handle the activities can be likened to the method. 

Throughout this “Blueprint” the activities you are involved in while doing your job, are going to be highlighted and their function, the reason for them, and where they fit into the scheme of things, will be defined as simply as possible.

2.2 Checking Stock   

‘Checking Stock’ is real estate jargon. It means viewing and assimilating knowledge about those properties listed on your books, as being for sale. Of importance is that this is an activity in which you will constantly be involved, and while doing so diligently it quickly leads into the income producing activities. Until you know exactly which properties are for sale and what they have to offer, you are not in business. In order to provide the expected professional service to potential buyers you must know everything about the properties that are listed on your agency’s books……………… In the event of a dispute the Consumer Protection Act as well as the Estate Agency Affairs Board code of conduct will hold the agent who did the sale responsible, irrespective of who the original listing agent is………………………………..

This is a time consuming exercise which never stops, but is an exciting activity that leads you to meet existing sellers, as well as discover other new properties that come onto the market……………………………………………….

2.5 Office Duty
This support activity, which is a forerunner to income production, is loved by few and hated by many. Office duty certainly takes up some of your time and even though it also takes you out of action, it has more benefits than disadvantages. It provides the ideal opportunity to complete numerous other time-consuming activities. While in the office, waiting for buyers and sellers to phone or walk in through the door, you are able to attend to the following other work related matters:- 

Bring your own, and office records up to date. This includes the……………………..

2.9.  Attend Office Meetings
These sessions are probably the most disliked activity in real estate and many agents, as well as some principals, often feel that they are merely a time consuming exercise. Agents and principals have become so accustomed to having these weekly meetings that they continue with them in a habitual manner and sometimes with very thought or planning………………………………………………………..At many of these meetings the attendance is not 100% which could give rise to the question as to why this pattern has been allowed to develop. Could this simply be a case of……………..

2.10.1 Tips on Advertising

· Advertising should be thoughtfully planned, effectively worded, correctly placed, and carefully monitored.

· Advertising is a marketing exercise and its prime function is to catch someone’s attention. It should be convincing enough for a reader to want to call you for more information, or an appointment to view.

· Curtail advertising on overpriced properties simply because of a sole mandate or a sellers expectation. 

· When advertising a property, make your advert stand out above the rest.

· Every home is unique so expand on its special features.

· Advertising should tell a story about why the features are special.

Have a compelling headline to capture attention so that prospects read the rest.

2.12 Personal Portfolio

Being called for an interview by a seller or buyer in order for them to ascertain whether you are proficient enough to handle their most expensive investment, is not a new innovation. It could happen to you so it is advisable to prepare for this eventuality, by putting together your personal portfolio.

With the advent of many new brands arriving, and just as quickly disappearing from the market place, it is understandable that sellers and buyers are not always………

3.6 Listing Property      

Real estate is all about listings. This is the most important of all those income producing activities. It provides you, your principal, and your colleagues with one of the only two assets that any real estate office has. This vital asset is commonly referred to as “Stock”.

The other asset in real estate is the agent. The importance of these two assets is that they hold the Agency together and if you remove one of them, you do not have a business…………………………………….Failure in real estate is largely due to an agent’s inability to procure listings. If agents are not earning it is because they have not brought in enough of the listings that…………………………………………

3.7 Signing a Sole Mandate                     
This income-producing Activity which is the progressive step after the listing and price counselling process, is comparable with the jewel in a crown. Sole Mandates, no matter where the property is situated, at correct market related prices for what that property has to offer, with subjective conditions that are attainable, are the ultimate goals of every listing opportunity. Sole mandates under the above conditions are guaranteed cheques………………………………….The benefits that correctly priced sole mandates hold for you, the seller, and your Agency are  important enough for the securing of such mandates to always……………………………………………..

3.8 Holding a Show House                 
Holding a show house is a time-tested effective method used by most estate agents for attracting potential buyers. It is a practice that has been successfully active since the birth of the Real Estate Agent. It certainly intrusively cuts into an agent’s leisure and family time, but it cannot be denied that it is an activity that produces income. It allows buyers to view many different properties at their leisure within a limited time period,…………………………………………………………………………….

3.9 Taking Buyers to View Property                          
This income producing activity can cost you a lot of money and blow your budget very quickly, when not tackled correctly. If you do not apply your mind, remain a professional estate agent, and do your job in a professional manner, this activity can turn you into a sightseeing exercise. You are the person who has access to the properties that buyers wish to see, so it is your responsibility to be as accommodating as possible but always stay in control. …………………….Buyers can certainly be demanding. When they want to see property their focus is……………….

3.10. Accepting an Offer to Purchase       
Finally ! The buyers that you have stayed in contact with and driven around to a number of properties have fallen sufficiently in love with one of those viewed, that it has motivated them to want to make an Offer to Purchase. Yes, this is the natural progression. You have correctly qualified them, correctly selected the viewing properties that matched their needs and requirements, and confirmed their ability to afford that property.  The next big hurdle you will have to deal with during this major income producing activity, is to………………………………………………….

3.11 Presenting an Offer to Purchase       
After involvement in numerous linked activities, and many hours of hard and frustrating work, the event which confirms that you are about to be in line for remuneration has arrived. This is the culmination of your integrated real estate activities. When you have done them correctly, diligently, persistently, and professionally, you will not experience problems in concluding the transaction. If however you have not adhered to……………………………………………………….
