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Roles and Responsibilities
· Recruiting 
· Recruiting Calls
· Rectruiting Meetings
· Recruiting Marketing
· Agent Onboarding
· Prepare packets and Folders
· Sign the agent up into your system 
· Set them up in the Zone and initialize their billing
· [bookmark: _GoBack]Send out intro email
· Set up in calendar their onboard training
· Set agent up in 
· Upload Agent Docs into Dropbox File
· Smarter Agent 
· Add agent to Circle Pix
· Videolicious 
· Add to agent contact list 
· determine who will handle TC Services 
· Homes.com 
· ONE U
· Circle Pix
· Send Invite to Showing Time
· Log agent contact info into Answer Connect
· Set up agent Mail File
· Who will perform Orientation Training
· T/C Coordination & Compliance
· Who will handle Upload and Full TC Coordination 
· Who will handle Compliance 
· Send CDA to title company 
· Manage audits and validate 
· Incoming Wires
· Incoming Checks
· Administration (Can be blended into T/C Coordinator Tasks)
· Manage TC Coordination 
· Pay Commission where a CDA was not established
· Monthly Realty ONE reports
· Monthly Franchise Verification 
· Gross Profit Report sent to ROG
· Outstanding Invoices/Receivables
· Outstanding Transaction Fees from Closings
· Outstanding Agent Billing
· Agent fees ($120.00)
· Office Rent
· Pay Bills
· Schedule Cleaners
· Manager Copier
· Manage order of office supplies
· Who will coordinate sales meetings, trainings, annual events and awards
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