
HOW TO

DELEGATE
WHAT YOU HATE!



“You Can Do 
ANYTHING

BUT NOT 
EVERYTHING.”

- David Allen



ALWAYS REMEMBER…

“There are NO life threatening emergencies in 

Real Estate”



Write 

Down 

Everything 

You Do All 

Day!

Take 3 

Days to…



EMAILS

CHECK VOICEMAIL

FOLLOW UP CALLS

POSTCARDS

FACEBOOK

DRY CLEANING

WEBSITE LEADS

NEW LISTINGS

BUYER APPT’S

SIGN INSTALLATION

DATABASE CALLS

CRAIGSLIST ADS

PULL EXPIRED LISTINGS

SELLER CALLS

PAPERWORK

LISTING DATA ENTRY

PROPERTY MARKETING

PARTNER CONTACT

LOVE HATE
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This is now your 

job description!



The Crespillo Group is currently recruiting for a Listing Administrative Assistant for our sales team.  

The normal work schedule for this position is generally  8:00 to 5:00, Monday through Friday, for 

40 hours in a week.  However, the work hours for this position may vary depending on the 

needs of our clients. Occasionally, this position is required to work on a Saturday and in that 

case, an alternate day off will be arranged.  

Examples of Essential Duties: 

The responsibilities, skills and qualities required of this position are:

 Strong Computer Skills

 Strong Telephone Skills

 Strong Client Rapport

 Understanding of Disclosures and Inspections

 Ability and willingness to Meet Inspectors

 Track and Review Listings in Process

 Task Management of Listings

 Website updating of Listings

 Additional Duties as assigned

The above list is a summary of duties required and is not limited to these tasks.

Education:
High School Graduate or GED a must.

JOB DESCRIPTION



WRITING A 

GREAT AD FOR THE JOB



Administrative Assistant

VERY busy, Top Producing Real Estate Team needs Help!!  We’re looking for a talented and experienced 

Receptionist with the following skills:  

•Great Phone Personality

•Quick Learner

•Multi-Line Phone Experience

•Microsoft Outlook

•Microsoft Office Suite including Publisher & Mail Merging

•Client Relations

•Time Management

•Multi-tasking

•Motivated Self Starter

•Independent Problem Solver! 

We’re looking for someone with a years experience as a receptionist or secretary.  The ideal candidate 

should thrive in a fast paced, busy environment, should be a master multi-tasker, have a pleasant and 

upbeat personality and attitude at all times, should be punctual and dependable, be ready to work a solid 

40 hours per week, be ready and able to run errands and be very confident in their skills.  We need a very 

independent, self motivated, problem solver who can get things done with a smile!  WE’RE LOOKING FOR A 

STAR!!  

We offer a competitive salary with benefits & paid mileage, a spectacular & positive working environment, 

opportunity for advancement, the latest technology and tools to help you succeed, and a loving family 

environment!  

If you’re the right person for us, please e-mail your resume along with a cover letter detailing your 

experience, strengths and talents AND why we should hire you to email@email.com Please do not fax or 

call the office.  All eligible candidates will be screened and called for an interview.  Thank you. 

JOB AD

mailto:email@email.com


DECIDING WHO TO HIRE



DIFFERENT TYPES OF ASSISTANTS

There are many different types of assistants, and they do different things for brokers at 

different times. Whether or not the person is licensed makes a big difference in what 

they can do (at least in my state)

 Admin - paperwork, contract to close, database management, "running" (hang 

lockboxes, deliver contracts and em)

 Marketing - prospecting, lead response, creating and managing marketing programs. 

Blogging and social media.

 New agent -- someone who wants to work on the team and learn all the business of a 
real estate operation before becoming a sales agent with a quota.

 Personal - to help me with my job in a year when I had health issues. If I could afford it I 

would have a personal assistant for the rest of my life



WHAT REQUIRMENTS SHOULD 

BE SUBMITTED TO BE CONSIDERED?



FINDING THE 

RIGHT FIT! 
TONY ROBBINS DISC PROFILE 

https://www.tonyrobbins.com/ue/







TEAM 

MANAGER



MARKETING

DIRECTOR 



TRAINING RIGHT



THE SINGLE MOST COMMON MISTAKE:

1. Not properly training them to do the job 

you want done



Having a clear objective is extremely 

important to the success of your assistant. 



Take the time up-front to define their 

responsibilities, your expectations and 

overall goals. 



SET GOALS FOR YOUR ASSISTANT

 Calls Per Week/Month 

 Mailers Sent Per Week/Month

 Leads Generated Per Week/Month

 Set Long Range Goals and meet quarterly to evaluate.

Be as specific as possible in creating goals; use exact 

numbers and deadlines whenever possible.



THE REAL TOP 5 REASONS EMPLOYEES CHOOSE TO STAY

1. Exciting Work And Challenge

2. Career Growth, Learning, And Development

3. Working With Great People 

4. Fair Pay

5. Supportive Management / Good Boss



RECORD/DOCUMENT THE 

TRAINING PROCESS 

 If task is done on computer, use a screen capture program like Camtasia or Jing to 

record the actual process for use at a later date or training for additional assistants in 

the future. 

 Document the process step by step on how to complete the task in a word document. 

 Create a folder on a shared drive that current team member(s) and future team 

members can access if the primary person responsible is not available to complete it.

Record or Document the task while you’re training. This will come in handy if 

you’re assistant needs to be replaced or you decide to hire another in the future.



EXAMPLE: REQUSTING A SIGN INSTALL



PERFORMANCE REVIEWS 

 Meeting deadlines

 Quality of work

 Quantity of work

 Initiative

 Communication skills

 Attitude

After hiring an assistant, you should schedule formal reviews after 30, 60, and 90 

days.  After that, reviews can take place every six to 12 months.



MEET REGULARLY 

 Set time each week to meet and review progress, 

wins and losses.

 Ask for feedback on how processes can be improved

 Keep them in the loop and include them in planning 

of projects they will be involved with.





HOW TO DECIDE 

HOW MUCH TO PAY



DAILY CHECKLIST





INSPECT WHAT YOU EXPECT! 



USE A SHARED INBOX! 



Get Access to the Recording at: 

www.MargueriteCrespillo.com/FREE



JOIN MY PRIVATE FB GROUP
Facebook.com/groups/ressaa



SUBSCRIBE TO MY PODCAST

www.RealEstateRealWorld.com 

70+ Podcast Episodes with Top Producers and Industry Influencers Sharing Their Secrets!



CONNECT WITH ME

Facebook.com/MySuccessTuneUps

Instagram.com/MargueriteCrespillo

Pinterest.com/mcrespillo

LinkedIn.com/In/mcrespillo

Twitter.com/mcrespillo

www.MargueriteCrespillo.com



Thanks for Joining Me! 


