A Day in the Life of a REALTOR®
Place a checkmark next to each task that you do.  Then, place a checkmark in the 
A Day in the Life of a REALTOR®




Checkmark each task that you do.  Next, place a checkmark in the appropriate column to define that task as the responsibility of the “business owner” (visionary) or the “Manager” (creates & monitors systems & numbers), or “Agent” (daily responsibilities of the job)





 �
X = I do this�
Owner�
Manager�
Agent�
�
                                          Lead Generation�
�
 �
 �
 �
 �
 �
�
Build & maintain contact management database (SOI…sphere of influence)�
 �
 �
 �
 �
�
Plan geographic farm list, expired list and/or FSBO list�
 �
 �
 �
 �
�
Make contact with SOI, farm, expireds and/or FSBO�
 �
 �
 �
 �
�
Design marketing pieces for SOI, farm, expired and/or FSBO�
 �
 �
 �
 �
�
Follow-up with Internet / website leads / buyer leads, etc.�
�
�
�
�
�
Design & implement client events�
 �
 �
 �
 �
�
Write & place ads for listings�
 �
 �
 �
 �
�
 Plan and hold open houses�
 �
 �
 �
 �
�
�
�
�
�
�
�
Personal Marketing�
 �
 �
 �
 �
�
Create & place institutional advertising�
 �
 �
 �
 �
�
Write & place PR Stories�
 �
 �
 �
 �
�
Community involvement planning and attendance�
 �
 �
 �
 �
�
Maintain a and use client testimonials�
 �
 �
 �
 �
�
Design & maintain website�
 �
 �
 �
 �
�
Design & send newsletters�
 �
 �
 �
 �
�
 �
 �
 �
 �
 �
�
Listings�
 �
 �
 �
 �
�
Prepare  & deliver pre-listing packages�
 �
 �
 �
 �
�
Prepare listing packages�
 �
 �
 �
 �
�
Tour & evaluate the property�
 �
 �
 �
 �
�
Counsel sellers: Analyze seller needs, goals & concerns�
 �
 �
 �
 �
�
Prepare pricing strategy presentation�
 �
 �
 �
 �
�
Make the listing presentation�
 �
 �
 �
 �
�
Complete the listing paperwork�
 �
 �
 �
 �
�
Seller net sheet�
 �
 �
 �
 �
�
Establish a marketing plan�
 �
 �
 �
 �
�
Prepare marketing & feature sheets�
 �
 �
 �
 �
�
Place sign & lock box�
 �
 �
 �
 �
�
Set up showing procedures�
 �
 �
 �
 �
�
Prepare & stage the home�
 �
 �
 �
 �
�
Take or arrange for photographs�
 �
 �
 �
 �
�
Fill out MLS input sheets�
�
�
�
�
�
Put Information in the MLS�
 �
 �
 �
 �
�
Add to Websites, Craigslist, etc.�
 �
 �
 �
 �
�
Write & place ads�
�
�
�
�
�
Design & send "Just Listed" cards�
 �
 �
 �
 �
�
Plan and hold broker opens�
 �
 �
 �
 �
�
Get feedback on showings�
 �
 �
 �
 �
�
Provide feedback on showings�
 �
 �
 �
 �
�






Checkmark each task that you do.  Next, place a checkmark in the appropriate column to define that task as the responsibility of the “business owner” (visionary) or the “Manager” (creates & monitors systems & numbers), or “Agent” (daily responsibilities of the job)





 �
X = I do this�
Owner�
Manager�
Agent�
�
                                          Listings Continued�
�
Counsel sellers about repositioning the property�
 �
 �
 �
 �
�
Update the MLS and websites�
 �
 �
 �
 �
�
Evaluate offers�
 �
 �
 �
 �
�
Negotiate the purchase agreement�
 �
 �
 �
 �
�
�
�
�
�
�
�
Buyers�
 �
 �
 �
 �
�
Prepare buyer packages�
 �
 �
 �
 �
�
Set buyer appointments�
 �
 �
 �
 �
�
Upfront counseling session with buyers including representation agreement�
 �
 �
 �
 �
�
Set up loan Pre-Qualification or Pre-Approval�
 �
 �
 �
 �
�
Provide local housing & community information�
 �
 �
 �
 �
�
Coordinate & take buyer on an area tour�
�
�
�
�
�
Establish a home search plan & timetable�
�
�
�
�
�
Research the MLS�
�
�
�
�
�
Preview properties�
�
�
�
�
�
Show properties�
�
�
�
�
�
Help the buyers evaluate & compare homes�
�
�
�
�
�
Add to automatic MLS notification�
�
�
�
�
�
Send updates to buyers�
�
�
�
�
�
Prepare and present the offer�
 �
 �
 �
 �
�
Negotiate the purchase agreement�
�
�
�
�
�
�
�
�
�
�
�
Transaction & Closing�
 �
 �
 �
 �
�
Set up contract to closing file�
 �
 �
 �
 �
�
Initiate closing / title process�
�
�
�
�
�
Fill out sales sheet�
�
�
�
�
�
Educate & communicate with clients�
�
�
�
�
�
Coordinate loan application & approval process�
�
�
�
�
�
Coordinate inspections�
�
�
�
�
�
Renegotiate when necessary�
�
�
�
�
�
Assist with appraisals�
�
�
�
�
�
Coordinate the closing process�
�
�
�
�
�
Provide information for moving & relocating�
�
�
�
�
�
Schedule the closing�
�
�
�
�
�
Confirm all filings and notifications�
�
�
�
�
�
Arrange for closing gifts or events�
�
�
�
�
�
Provide post closing information & service�
�
�
�
�
�
Obtain testimonials & referrals�
�
�
�
�
�
Design & send “Just Sold” cards�
�
�
�
�
�
�
 �
 �
 �
 �
�
�
 �
 �
 �
 �
�






 �
X = I do this�
Owner�
Manager�
Agent�
�
                                          General Office�
�
Set up and maintain all files�
 �
 �
 �
 �
�
Make copies�
 �
 �
 �
 �
�
Play Angry Birds�
 �
 �
 �
 �
�
Read and answer mail�
 �
 �
 �
 �
�
Inventory & buy supplies�
 �
 �
 �
 �
�
Make appointments for showings�
�
�
�
�
�
Schedule events and meetings�
�
�
�
�
�
Buy & maintain equipment�
�
�
�
�
�
Inventory signs and lock boxes�
�
�
�
�
�
Make deposits�
�
�
�
�
�
Review and pay bills�
�
�
�
�
�
Do bookkeeping�
�
�
�
�
�
Produce & review monthly P&L statements�
�
�
�
�
�
Prepare for tax filings�
�
�
�
�
�
Handle consumer complaints�
�
�
�
�
�
Prepare relocation packages�
�
�
�
�
�
Answer phones�
�
�
�
�
�
Check voice mail�
�
�
�
�
�
Return calls�
�
�
�
�
�
Send and receive Faxes�
�
�
�
�
�
Read, send and receive E-Mail�
�
�
�
�
�
Facebook�
�
�
�
�
�
Linked In�
�
�
�
�
�
Twitter�
�
�
�
�
�
Blogging�
�
�
�
�
�
Maintain licensing with Real Estate Commission�
�
�
�
�
�
Participate in Board and Association activities�
�
�
�
�
�
Schedule and attend Training�
�
�
�
�
�
Obtain industry designations �
�
�
�
�
�
Mastermind with other top producers�
�
�
�
�
�
Read Industry & business publications�
�
�
�
�
�
 Maintain / upgrade & backup computers�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
 �
 �
 �
 �
 �
�






Checkmark each task that you do.  Next, place a checkmark in the appropriate column to define that task as the responsibility of the “business owner” (visionary) or the “Manager” (creates & monitors systems & numbers), or “Agent” (daily responsibilities of the job)
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