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Maxfield & Company
Real Estate Services




Training Manual
Punctual, Prepared, Positive, Professional

DAY 1

1. Computer Usage and Applications

A. Email and Outlook Express/ Thunderbird 

My email address:






password:








Remote and Local Terminal Access

Automated/Pre-typed Email responses.

Adding Your Signature

Emailing Attachments/Pictures

B.  Network Share 







C. Databases


Bookmarks…. 



Client Database - login




My Clients, Today’s Clients, Open Clients





Adding new contact, next contact, and search functions



Landlord List




Contact Card, Update Listings, Add photos, Units Available



Key Index

Adding a new Key, 



Apartment Database Search




Search fields, reference number, 

Apartment Details – date listed, request changes

Comments, Keys, Additional Description, Adding Photos

The phone system / how to answer properly / put on hold/ buzz front door/ take messages
2. The Add Call

 Interview/Introduction



Primary Questions – Desired move date, Location, Size, Price





- prioritize these variables



Secondary Questions – extra amenities needed, parking, pets. etc.


 ALWAYS MAKE APPOINTMENT

· Find out if they have had or will have other appointments with others agencies before yours. 

· are they ready to rent?


 - Always have them meet at office, at least for the first showing.



- Allow approx. 2 hours/showing

 The Search – going “beyond the boundaries” set by client



Find out what their absolute limit is and then take it one-step further.


Preparation for Showing



Calling Tenants, Getting Keys and Directions…



Show List – 10 property possibilities. – Ask fellow agents for suggestions



Use outside resources such as Craiglist, Boston Apartments, etc.


   
Get additional listings that may not be in the database whenever possible

DAY 2

3. The Showing


Introduction

a. Welcome clients at door and have them take a seat while filling out Intro Form
explain intro form if necessary and inquire about properties they may have already seen.


b. Car Ride – Take your Car Whenever Possible  - (clean interior, safe driving)

- don’t take shortcuts, Try to pass by their work/school and point out other places of interests so they can get a feel for the location of the apartment in relation to everything else, especially for those from out of town.

-  let them do most of the talking in the beginning, about themselves, where they are from, work, school, current living situation, etc. – 

-  Say a few things about yourself.  Make them feel that they know you a little before arriving at the first property.


Presentation

a. Before using the keys, Always Knock First, on all doors that may be shut.

b. Turn on Lights and Shades/Curtains whenever possible.

c. Be sure to state the price, included utilities, availability date, and fee if applicable, (before they have to ask.) 

d. Take control; lead the client into the different rooms while opening doors and pointing out key features such as closet space or a dishwasher etc.
e. Be aware of clients facial expressions and reactions to each apartment.

f.  move quickly, but not too quickly, don’t rush them, but still take control. 

g. Asking if they have any questions (segway into the next property)

h. be sure to turn off lights and lock door when leaving.
DAY 3

4. The Close 

- Car Ride Back to Office
· get them to compare properties, pick out thier favorite – what is missing which may be preventing them from applying for it.  

· Talk about application process – plant the seed, do their parents know? Do they have their checkbook? Do they have time to go back to the office for a few minutes?

- Always head back to the office, whenever possible

At the end of the showing, a client is doing either one of the following:

1. Making another appointment to see more properties. 

If they are unsure about anything, or need some time to think about it, take them back to the office as it will be easier to find answers to any questions/concerns they may have.

Walk them out, give business card, 

followup within 24 hours. – with questions answered or/and  a list of new properties for them to see.

2. Coming into the office to fill out an application.

- Tomorrow may be too late 

 - Agent’s responsibility to drop off any paperwork including checks or leases and to bring their clients to meet the landlord when the time comes at the lease signing if necessary.







