Unlicensed Assistant Activity Checklist
Office Systems

· Filing – colors, storage, labeling

· Calls – greetings, messages, paging

· Emails – enquiries, follow up

· Contracts – copies, delivery, filing, preparation

· Agent mobile files – create, update bi weekly

· Sphere

· Monthly newsletter

· Tel 20 – Just Listed, Just Sold, Realtor Flyers

Marketing – Customer Service

· Advertising

· Feature sheets

· Property boards, Kiosk

· Signage

· Photos

· Lockboxes
· Showings, Touch base 
· Feedback

· Website

· Internet tools

· Showing appointments

Administration

· Listing Files, Strata Documents, Title Searches
· Sales Files

· Prospect Files

· CMA

· Lawyers, Commission Cheques.
· Conveyance

· Sales Record Sheet

· After Sale Service, 1 Week. 1 Day 1 Month
· Client gifts

· Keys

· Subject Removals

· Contract preparation

· Pre list pkg.

· Pre buy pkg.

· Personal Notes

· Accounting

