Just aren’t enough hours in the day to get
your work done? Try these fested strategies

for hiring help.

Elmne Wren was at the end of her
rope. In real estate for eight years,
she'l been handling her entire work
load an her own. She was rizady o
hire someone whe could help her
manage the day-to-day husiness
activities while also upping her gales
vilume. Alter talking to-her business
contch about the issue, this brokes
associate with Century 21 Dynasty
Oeean in Hallandale decided to hire
full-time assistant to handle specific
progects

Wren immediately realized that
ghe should have made the move eighi
vears earhier. “IF I knew then what I
know niow, [ never would have started

irt this business without an assistant,”
says Wren, who sold $10 million

m properties lost vear She's gone
threough four assiztanis sinee 1995,
and 15 happy with the licensed buyers
agent who's working For her now o g

salory-plas-honus basis,
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The first three didn't work oui
sl “My st assistant was so
taken with my business and lifestyle
that she tried (o be me,” mibys Wren.
“She wanted to do everything thart 1
didd, but nothing that [ asked her o
de”™ When hiring and training that
assstant’s suecessors, Wreen mn into
a few more challenges, For example,
she savs “letting go” was one ol e
tougher ohetacles to overcome.

“When you're used to doing cvery-
thing yourself, you always think you
can do it a litthe better than anyone
else,” Wren explaing. “It was a little
rough for some of my assistants, until
[ learned to just turn it over” These
davs, Wren “taros over™ a nusiber
o imporiant tasks to her pssistant,
inchuding telemarketing, compuler
work (such as searching the MLS for
new listings), appointment sedting,
c-mail monitoring and responscs, and
showing properties ;
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azgistants, Wren says she's learned

o condoet in-depth interyviews when

thiose Interyiews,

recrierims,
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PEnpeThes for me,”
'-\J_'I_'I-_ < ol |I|_'!I"\l:;, WWLILE S0

1 - # " "
work hard in the real estate

which sk

Type 1: The Team Concept
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‘Sales associates with good communication skills and the
ability to delegate tasks in a clear, succinct manner tend
to be the best match for a virtual assistant, says Omni
Support Services president Michele Sharrieff.

“Our businesses were identical, so
we got together and built our practices
on identical business plans, market-
ing plans and systems,” says Wemert.
“Yet, we’ve maintained our indi-
vidual brands (The Wemert Team and
Philbeck & Associates), and we don’t
share sales.”

From the outside looking in, Philbeck
says, he and Wemert function just like
any other real estate team. Marketing
materials feature both Realtors® photos
and contact information. And when
important business decisions need to be
made, the Realtors turn to each other
for support and advice. “We consider
ourselves business partners,” says
Philbeck, who sold $10 million in

properties last year.

Both Philbeck and Wemert,
who sold $12 million in prop-
erties last year, have their own

(Type 3) full-time licensed

/ assistants, and continue
~ to use the services of
- the office transaction
coordinator. Their

(Y73 3
G,

licensed assistants

have been trained as experts in the
transaction itself, taking care of the
basic steps that need to be taken prior
to closing, such as client and customer
support, documentation, obtaining
signatures, working with third-party
service providers and other key tasks.
They also handle phone calls, mes-
sages, showing coordination and other
day-to-day tasks that free up Philbeck
and Wemert to sell properties. The
transaction coordinator takes over
once a purchase agreement has been
accepted. She handles everything
from scheduling home inspections and
appraisals to ensuring that all docu-
ments are signed in an orderly, timely
fashion for closing day.

Just a few months into their alli-
ance, the pair expects higher sales
volume for both practices this year,
despite the cooling market. “Our list-
ings have quadrupled since pairing
up,” says Wemert. “Whereas in the
past we had individually reached our
limits at 40 transactions a year, now
there is no longer a ceiling in terms of
listing management.”

Looking for help figuring out whether or not you're hiring the right
person for the job? While gut instincts can be accurate, you may con-
sider a more scientific method.

Rebekah Rivers, as broker—co-owner of Keller Wil-
liams Town and Country Realty in Tallahassee and
Jacksonville uses the principles laid out by the DISC
Profile (an assessment tool that helps you explore
a recruit's personal styles, including his or her ap-
proach to home and work life, communication style
and motivation, and particular strengths) to size up
potential recruits and decide quickly which positions

would suit them best. The approximately 40-page test
is telling, says Rivers, who when hiring buyer’s agents

looks for high I's and high D’s—scores that tell her they ¥

are influencers and dominant personality types. Office
staff and tech types should score high S’s and C'’s,
she says, who are steady, conscientious team players

As a broker, the fact that sales
associates with your brokerage
hire assistants affects you too.
FAR attorneys advise you to
be aware of the following:

If a licensed assistant is going

to perform licensed real estate
activities, then the assistant’s real
estate license must be placed with
the broker/brokerage firm for whom
they are performing these activities.

If a licensed assistant is per-

forming real estate work that
requires a license, then the com-
pensation paid to the assistant in
connection with the licensed activity
must come from the broker/broker-
age and not the sales associate or
broker associate for whom they are
acting as an assistant.

Concerns or questions? Call FAR’s
Legal Hotline at (407) 438-1409.
Calls are answered Monday through
Friday from 9 a.m. to 5 p.m. Please
have your real estate license number
available when you call.

who tend to be compliant and mindful
about details.

Listing specialists should be high I’s,
she says, who tend to be likable, yet
firm and able to get their points across
to sellers. “They need to be very force-
ful at listing appoiniments,” says Rivers,

who considers the DISC to be
an effective tool for sizing up job
candidates before hiring them. “It
tells me what the person is like,
and also the dos and don’ts of
dealing with them,” she says. “It's
very insightful.”
More about DISC Profiles:
Used by many recruiters and
| job placement professionals, DISC
provides insight into individual
styles that helps employers pre-
dict the likely future behaviors of
potential employees. Learn more
online at www.discprofile.com.
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Type 4: Going Virtual

A growing oumber of sales associ-
ates are inding virtual aszistants to
he 3 good middle ground between
working solo and hiring full-time as-
gistants who need desks, benefts and
steady pavchecks. Working virtually
with the assistance of technology,
these independent contractors handle
myriad rasks for busy professionals,
including comparative market analy-
sig development, virtual tour assembly
and posting, drip e-mail campaign
creation, e-mail inguicy Gltering and
Weh site maintenance.

“Laterally anvthing com be done
from adistence,” says Michael Fusser,
CEQ of REVA Teams, a Pleasanton,
Calif.-baszed virtual azsistant organi-
zation for the roal estate industry, and
president of Fusser Communications
m damta Barbara, Calif, He savs sales

Is It Time?

IF yoti've curious about whather & virtual .1;r- sistant s
which might halp you maks

these cluss,

= You need help on o per-projoct
bass that dosan™ warrant a full-
ar part-tirma stall mambear,
Yo naed more time fo el
proparty
You aren't focusing on your oore
compelencies [sales, consultobons,
imeeesirmianis, afc.).
You e limilled space available
im your office for additional stat]
members,
Youre tofalty overwhalmed i your
business and aren't able 1o keep up
wiih the detalls.
You'ra willlng to dalegate and gha
Up Some corttral over noncors sk
ta an off-slis assistant

¥ou'rg @ paople perscn who doasn't
fike hanging araund the olfice deing
papanatrk.

Virtual assistants can handle myriad tasks
for busy professionals, including virtual tour
assembly and posting, drip e-mail campaign
creation, e-mail inquiry filtering and Web site

maintenance.

associates geserally pay either 3250 to

#3450 per transaction or $25 to $45 per

hour, depending om the scope of the
project.

In Central Florida, Michele Shar-
rieff haz been providing wirtual trans-
action conrdinabion services to real
estate professtonals since 20M3. As
president of Crdando-based Omng Sup-
port Services, Sharricff savs her firm
manages all contesct detuils—from
purchase contract signing to closing
day. Fees are paid on a per-transsction
basts, and the coordinators them-
selves generally do nol hold real estate
licenses.

Sharriefl says virtual assistants can
be 1mvaluable for the sales associate
who doesa't want to hire and manage
on-site employees, bur who needs help
manading his or her worklood. Be-
cause most documents can be faxed or
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emailed, handling transaction man-
agement From afar is Girdy seamless,
she savs, and can be orchestrated by a
virtual aszistant who is well versed in
the basics of transaction management,
Ao while Sharriells frm special-
i in thot aspect of the business,
some virtual assistants ofTer Basic
support services [phone answering, e-
mail monitoring, efe.) and others pro-
vide marketing coordination {prepar-
mg flicrs and posteards, ereating and
eanailing online newsletters, cte).
Sharricff says Realtors with good
communicabion skills and the ability
to delegate tasks ina clear, succinet
manner tend to be the best match for a
virtual assistant. By the time the third
iransaction rolls aroond, she says the
relationship begins to “gel™ well, with
both parties becoming comfortqhle
with the process. "By that ihird sale,

5 right for you, chack ot
thie final cecismrin:

* You're a Brand-nevw sales associate
who hes exparenced aarfy & 2
and nesds assistance, but is not
raady to hire full-time halp
You don't Bava the fime to handle
all the necazsary marketing Lasks
that nieed 1o be done.

You'me not techroéogy orlented, amnd
wauld rathar ave someons else
handle responsiblliies B undating
Accouniing softwans and creatin-g
virlual towurs.

You know what nesds 1o be dona,
bart you jusi don't have time to do

it all

Altar months
ARl -8
becams

of training your
ssistant, he or she
competitoe.

everyone 1% om board and comfort-
able,” says Sharrieff. “Afrer thai, the
virtual assistant pretty much goes on
automatic.”

Covering All the Bases

For Gene ond Febekah Fivers, the
ability tor dedegate important tasks fo
professionals wh specialize in certain
areas of the transaction bos been an
extremely effective business strategy. As
broker-owners of Eeller Williams Tovr
aid Country Bealty in Tallahassee and

Jacksomville, Rehekah Rivers says, after

1¥ years in the real estate business,
they're at the point where they no lon-
ger list and sell, but mstead direct their
tCam 10 SLCCEss.

For Rebekah Rivers, who runs the
208-agent Tallahazsee office, that feam
includes (Types 5, 6. 7, 8, 9 and 10)
one team leader [who coordinates the
entire feam and manages the office), five
buyer's agents, twio listing specialists,
orie database managerizall eoordinator
{who coordinates and manages inhound
and pufhound contacts), a marketing
director [who handles the company’s
rrarletingt efforts), a new-construction
listing coordinator [whn works solely



0f the assistants, only the buyer’s agents, listing
coordinators and team leader are licensed, says broker-
owner Bebekah Rivers. Compensation structures vary,
with administrative personnel working on salaries and
buyer’'s agents operating on 50-50 commission splits.

o mew-home Tistings), o resale listing
covrehinsdor works solely on resale
listings), a marketing assistant {who
supports and executes marketing activi-
ties). two closing coonlinators and two
runners (who worl with all the ofhers,
delivering documents amd transferring
pertinent files among the designated
parties). Aamong them, umly the Eiverses
and the buyer's apents, listing coendi-
nators and feam leader are Boemsed.
Compienisation structurcs vary, with
administrative person nel working on
salaries amd buyer's agents operating on
30-50 commission splits,

Rehekah Rivers, whose Tallahassee
office posted S70 million in property
sales Lagt year, suys she hived her first
asgistant in 1990, That position showly
aplit imte twao jobes, ome centered on
closing and the other on listing, A
buyer's agent soon followed, as did
several administrative personmel, “As
we ot higger and higger, we had to
separate jobs and hire new emplayecs
tor fill them,” says Rivers. “If's been
qute g process.”

To sales azsociates looking to hire
their firat assistants or wdd to an exist-
ing team, Rivers says simply: Hire
slowly, and fire quickly. “Hiring out of
need 15 Just not a good thing, FEven if
vom need immediate reliel, you should
take your time with hiring and find
somenne whe traly fits your busi-
ness” She pednts to college students or
interns as gond choices for those who
need help, but who may he apprehen-
atve ahout the finsncial commitment
and training nvelved with hiring
employoecs.

“Even if you just hire a college
student to handle mundane tasks like
puttiog up signg, making fiers and
running around checking lockboxes,
Foul'll be in good shape,”™ savs Fivers
“That $8 an hour that you pay that
person will be well worth it Just Inok
at how much money vou'll save if you
don't have o do all of those things,”

Hridget MeCrea 30 Cleanwater-hased
Treclaner iwriter,

Virtual Assistants
wirt s

2. Anna Baron,
gil: A
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Marketing,

7 'lips lor Hiring a Helper

* Organize your goals and sysiems
hiril o you can aasily decide whal
type of help vou nead and can
frain someone guickly o meeat
YOLE M.,

Dran't v somsone just like you;
hire somaaons wha balsnces your
wanknasses, You meed someons
wiht can handia the part of e
buminess you gon’t want to do

Hiire samsoie froem mmide yoar
brokarage ar from anothdar

company who already knows about
radl eatain or al least someans who
ks real esinis jerms,

Cromnidar an admimistrative ssmtant
whao loves raal éatale but doasn't
wani o be a full-time Raahor, He ar
ahe Wl b derested in the work, but
Woi'l usa you to ump start his or bar
carper — hoevever, that's not always 8
B Thing,

Once vou find the right aasisian:, i's -
imporiant o compensale that person

wl and parirar with Kim or e 1o
areate [oyaity.

I vou have mors Than ond aemis-
tant, aross-lrals tham so o Wan't
b @t B loss when someons laaves
oF goes on vacat|on.

i you're nat ready to take the step
o hire @ pari-time or full-time as-
sistant, conslde: delegating soma
safvicas toa virtusl esslstant or o
i mmiling company.
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