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100 DAYS ASSISTANT

FIRST

SAMPLE

@TomFerry

To be added to LMS (Learning Management System)
(Trello, Google Drive, Trainual, ASANA, etc.)
Links to Learning Videos should be included

Name: Date:

0-30 Days

'||II | Inclicares the acthaly 15 Comperan

Training Target Date Actual Date

Lesarn andd create Qpen Howse and Broker Presdss Sysiems

Crrientation

Setup and Sync Googks Calendar with Team Lead

watch Transaction Bemit Wideos on Client Entry and Pipeline

Watch Tramsaction Memt Videos on oreating Closings

Learn Client Search in MLS and setup Partal

Follorew Up with Ezorows and Lenders on all Pending Deals

Mk Cals ro salict -"-EI_'I'IT_ Freedbadk an a List g, :_-.I'II_':'.*.IiI'IE callfermail

Gather Resources information to put together Listing Presentations

Garher Resoures infanmation Lo put together Buyer Prosentations

Practice Comping a Listing cnce each day.

Work with Tearn Lead on handling client ssues

Classroom Training Target Date | Actual Date

LS Trainimg

Arterd TC/ fsst Srheduled Tralning
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0-30 Days (continued)

v | nidicates the activity 15 completed

Role-Play

Target Date

Actual Date

Wwith Team Lead Role Play Cient Tl p cal

‘With Team Lead Rale Play a Client is=sue Call

Wirh Team Lead Rale Play a Lencertamy Call

Ena:hinE

Target Date

Actual Date

Wiealdy Accourtability with the 4-1-1

Coach with Teaen Lead on Handling Clicnt Issues

Reading

Target Date

Actual Date

A0~ 4 Dscipdines of Cxerwtion

Milestone Tasks - Bio Rocks

Target Date

Actual Date

Have 10 Listing and Buyer Presentations prepaned

faster Chkd & Trans Mamt & Lead Mpmt Systems

B able to successhully comp and value sy property hon
buveriseller

Fallow up with EscroeLendes Consistenthy = neaded

Update Clients and ask for referrals wihen appropriate

—andle a Customer ls=swe Call

Pdaster Trans Mgmt Client Input and Pipeline to cose

Successfilly setup an Dpen Howse

Successfully set up a Braker Previews

hAaster Mail Chimp/BambBormby Email Campaigns

Undersiand Coniract to Closs Transactions

Manage Showing Request and Feedback

Showing Time on Tech Stack
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31-60 Days

v | Indicanes the activity is Compheted

Training Target Date | Actual Date

Practice answering a Request for Repairs on a listing

LAk Ifad all Checklisisin Trans '-.-15||’|I_ and keep Lipdated

Fractice inputting a Sale Listing inthe MLS

Practice writing an aler and listing agreement on an actuasl property

Create Docuskn of other tech templates for each type of client and
LG Lo Dypae

Praciice folkow up on Pending Offers out with Agents arel Status

Frepare o disclosure package

Work with Team Lead on setting up systems and work on documenting
ther pracesses far Buyers and Sellers, Leads (o Cormersion [ Clsing

Wigrk on Marketing and setup a Marketing calendar

Classroom Training Target Date | Actual Date
Role-Play Target Date | Actual Date
with Team Lead ﬂﬁgc.-rl.'jrﬁ d -&-:'l.'.|||l.""'.li fiowr HI"'|":.'.III"”. and lermite Find ’l_qf.
Mepart

With leam Lead negatizte Apprasal on a property and Hnal
Walkthroaigh

Practice fielding agent guestions and answering accordingly

Coaching Target Date | Actual Date

With Team Lead review offers

HeadinE Target Date Actual Date

Shift

Traction
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31-60 Days (continued)

Milestone Tasks - Bio Rocks

Target Date

Actual Date

PrOcess A IranSacticen iram Oeen oo Close urnassisoed

Sat up and navigare showings for buyers agent

Follce L o I-';".!Ilr'g fers out with Agpnts and Stats

Eriesr isrings in MILS unassisian

Answer all agent guestions about = listing

System in Plece and documented from Lead to Buger

Systenmy in Place for Buyer to Contract snd Listing to Con

tract
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61-100 Days

v I Indicates the activity is completed

Training Target Date | Actual Date
Chedk an Availability of Properties and showing instructions
Encasy o 10 check an I-"|'-:_'-|]-:'|'I_}' Taw ared Bl Boos
“ef up Property =earch n Sequential order for showing efficency
Document =ystems a5 you set them up bar an Opsoations Manual
Wiark on Ciperations and Proceduros s Marketing Chept.
Classroom Training Target Date | Actual Date
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61-100 Days (Continued)

& | Indicates the activity is complerec
Role-Play Target Date | Actual Date
Coaching Target Date | Actual Date
Reading Target Date | Actual Date
Lxe Thirg
Milestone Tasks Target Date | Actual Date

Crganize a Buyer Showing Appointrment Beginning to End

Cuatlire 7_.}-'-.I|-|||'\-_ in Procecdures irn an |_-_|r}|',-"_-':i'|ll'-\. Fsnual. Draft 1

[Duitline "_«;.'-_'.I,e-_'lll-', fior ".1¢-||!-e-:|'|5 Flars . and Proceduras in Cipesrations

Marmal Cvalt,

Curated and Created by Yvonne Arnold (2021-2022)
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