Agent Office Hours Schedule Effective 10/9 for Fall/Winter ‘07

Each agent is responsible for being in the office during time allotted,
 with Sundays and 1 weekday off.
If you need to switch your time please let me know ASAP
	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	Saturday

	Sunday
noon-5pm

	Morning
9am – 1pm
	Celeste
	Celeste
	Greg
	Ann
	Ann
	Greg
	Ismail


	Afternoon
1pm – 6pm
	Greg
	Zach
	Celeste
	Zach
	Greg
	Ismail/Ann
	

	
	
	
	
	
	
	
	

	OFF
	Ismail
	Greg
	Ann
	Celeste
	Zach
	
	

	
	
	
	
	
	
	
	


Morning Agent -  
Responsible for opening the office:
 
- Turning on phones, lights, computer, replying to email leads

Evening Agent
Responsible for closing down the office:
 
 - Turning VM on, lights and computers off, making sure front door is locked 

· Agents should refrain from scheduling showings during their office hours, but if you must take someone on a showing you may.

Just don’t leave the office unattended.
· Missing your office hours without prior notice will result in loss of phone calls, emails, and walk-ins for an entire week.

· Just because you are not scheduled to be here, doesn’t mean you don’t have to be at work or in the office.  Agents are expected to be working 5 days a week and meet minimum requirement of 3 deals per month.
· Walk-ins and calls will be rotated with the 9am person getting first and so on. 
Agents not in the office by noon will not be eligible for any leads that day.

If you need to change your floortime, you must find someone to switch with and notify the rental manager at least 2 days in advance.

