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Administrative Assistant: Administrative Manager
 
Administrative Manager
· Oversee all aspects of the administration of the agent’s business.
· Create & manage all systems for sellers, buyers, client database management, lead generation tracking, lead follow-up & all office administration.
· Maintain all agent financial systems, profit & loss statement, bill payment, budget(s), bank accounts, and business credit card(s).
· Coordinate the purchasing of any office equipment, marketing materials and any other business related supplies and materials.
· Create & update a business operations manual and all job descriptions/employment contracts for any future hires.
· Manage the recruiting, hiring, training and ongoing leadership of all future administrative hires.
· Hold agent(s) accountable for conducting all agreed upon lead generation activities.
· Ensure that all agent activities are limited to listing property, showing property, negotiating contracts & lead generation.
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