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[bookmark: _Toc31120340]Icon legends
	Icon
	Description
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	Practice activity
Learning activities help you to gain a clear understanding of the content in this resource. It is important for you to complete these activities, as they will enhance your learning. The activities will prepare you for assessments.

	[image: ]
	Collaboration
You will have opportunities to collaborate with others during your study. This could involve group activities such as mini projects or discussions that will enable you to explore and expand your understanding of the content. 
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	Self-check
An activity that allows you to check your learning progress. The self-check activity gives you the opportunity to identify areas of learning where you could improve. If you identify these, you could review the relevant content or activities.
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	Resources (required and suggested)
Additional resources throughout this workbook such as chapters from textbooks, online articles, videos etc. These are supplementary resources, which will enhance your learning experience and may help you complete the unit.
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	Assessment task
At different stages throughout the workbook, after you have completed the readings and activities, you may be prompted to complete one or more of your assessment tasks.
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	Video
Videos will give you a deeper insight into the content covered in this workbook. If you are working from a printed version, you will need to look these up using the URL provided.


[bookmark: _Toc31120341]Getting started 
[bookmark: _Toc31120342]What will I learn by completing this workbook? 
This workbook has been developed for the unit of competency CPPREP3102 Assist in listing and marketing properties for sale. 
Successfully completing this unit of competency will give you the skills and knowledge to assist in listing and marketing properties for sale.
In this workbook, you will learn:
· assist with property appraisal and listing of properties for sale by a real estate agency.
· prepare marketing for the sale of the property.
· support the agency sales team in marketing property for sale.
· provide follow up service.
· review marketing activities.
Each topic includes opportunities to check your progress and understanding as well as activities that will help you to complete the formal assessments. 
[bookmark: _Hlk10115583]There are five topics to complete within this workbook. They are: 
1. Assist with property appraisal and listing.
1. Prepare to market property for sale.
1. Support team in marketing property for sale.
1. Provide follow-up service.
1. Review marketing activities.
To use this workbook you will need to access the Azure Beach Realty Group Intranet. Your teacher will provide you with login details for this website. You will also require the following Excel documents:
1. Client database for Azure Beach Realty Group; and
2. Comparable property data spreadsheet.
Your teacher will give you access to the Excel files.
Alright, let’s get started!
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[bookmark: _Toc31120343]Topic 1: Assist with property appraisal and listing
 



[bookmark: _Toc31120344]Overview
In this topic you will learn about:
· assist with property appraisal and listing.
· obtaining and recording client requirements
· preparing a property appraisal
· schedule and document property inspection and appraisal meeting
· prepare listing documents
The activities throughout this resource will assist you in your learning. These activities do not form a part of your final assessment however they will contribute to your understanding of the topic area.
[bookmark: _Toc31120345]Assist with property appraisal and listing 
Property refers to land and anything fixed to the land, such as a house or a building. Listing a property is usually the first step in any sale. Listings can arise from a number of sources, such as referrals from satisfied clients and the agency marketing of its services e.g. maintaining a shopfront presence, advertising in print media, the internet and social media.
The conduct of a real estate agent is regulated by State and Federal law and industry practise. This includes the agent’s conduct in listing and marketing property for sale.
The principal legislation in New South Wales is the Property Stock and Business Agents Act, 2002 and the Property Stock and Business Agents Regulation, 2014. The NSW Office of Fair Trading administers and enforces this legislation.


	[image: ]	Watch
[bookmark: _Toc31120346]Video: Buying and selling real estate
Watch the video buying and selling real estate produced by the NSW Office of Fair Trading to learn more about the role of real estate agents in buying and selling real estate in New South Wales (duration 05:04).
[image: ]
https://www.youtube.com/watch?v=tJ4y4yB2uNM
After you have watched the video, answer the following questions recording your responses in the spaces provided.
	[image: ] 	Practice activity
[bookmark: _Toc11228383][bookmark: _Toc31120347]Activity 1.1: Short answer questions
List two obligations mentioned in the video that real estate agents must comply with when selling real estate.

Can a real estate agent over quote on the sale price of a property to a vendor in order to obtain a listing? Give reasons for your answer.

In addition to obligations imposed by the law, the professional organisations for real estate agents impose conduct obligations upon their members. The Real Estate Institute of NSW (REINSW) Code of Ethics applies to all agents who are members of the REI. The following video explains the role of the REI as a professional association for real estate agents.
	[image: ]	Watch
[bookmark: _Toc11228379][bookmark: _Toc31120348]Video: Why join REINSW
Watch the video why join REINSW produced by the Real Estate Institute of New South Wales to learn more about the role of this professional association for real estate agents in New South Wales.
[image: ]
https://www.youtube.com/watch?v=VGyqlhPZf8g


	[image: ] 	Practice activity
[bookmark: _Toc31120349]Activity 1.2: Short answer questions and activities
Access the REINSW Code of Practice by using the below link https://www.reinsw.com.au/REINSW_Docs/REINSW_Code_of_Practice_web.pdf
Compare the requirements of the code with the obligations in the legislation and answer the following question: 
List two obligations imposed upon real estate agents by the REINSW Code of Practice that also appears in the legislation.


	[image: ]	Self-check
[bookmark: _Toc31120350]How did you go?
You have completed the section on Assist with property appraisal and listing. Check the boxes for the tasks you feel confident you can complete. 
☐	I can describe the obligations of real estate agents when selling a property by legislation.
☐	I can describe the role of the Real Estate Institute of NSW and the obligations imposed upon its members.
[bookmark: _Toc31120351][bookmark: _Toc26263962]Obtaining and recording client requirements 
When a property is listed with an agency, details of the clients and the property are obtained (according to agency practise, legislative requirements and privacy guidelines). Agency staff are responsible for gathering the required details about the property and instructions from the client about the method of sale and marketing of the property and recording these accurately. Paper-based instructions from the client can be stored in a vendor file and then recorded electronically in a client database. 
It is important to record the property details completely and accurately. This will include the street name and number and also the legal description of the property which will include a lot and plan number. The legal description of the property can be obtained from the Land Titles Office. These details are usually included on the rates notice issued by the local council. 
The type of database used by an agency will vary, however most agencies now use electronic databases to capture and maintain client and property data. Not all agency staff will have access to client databases due to security, confidentiality and privacy requirements. An agency will have documented procedures for accessing client records to ensure that security and privacy requirements are met. 
	[image: ] 	Practice activity
[bookmark: _Toc31120352]Activity 1.3: Short answer questions and activities
Access the Azure Beach Realty Group client database and review the details for clients John and Susan Lavender.
1. List two items from the database that reflect the client’s instructions regarding the sale and marketing of the property.

John and Susan Lavender have yet to advise Azure Beach Realty Group whether the method of sale will be by private treaty or auction. Write up a paragraph to include in a letter to the Lavenders to gather that information from them.

Make an entry in the database to record the sending of a letter to the Lavenders to obtain this information. Copy and paste your entry into the textbox below.

How do agency practice, legislative requirements and privacy guidelines affect the gathering, preparation and entry of information in property and client databases? Record your response here.

	[image: ]	Self-check
[bookmark: _Toc31120353]How did you go?
You have completed the section on Obtaining and recording client requirements. Check the boxes for the tasks you feel confident you can complete. 
☐	I can record client requirements for the sale of a property.
☐	I can request information from the client required for the property appraisal.


[bookmark: _Toc31120354]Preparing a property appraisal 
The property appraisal is an essential part of the listing process and a market appraisal report is prepared for presentation to the client. The report contains an opinion about the expected selling price and factors that influence the price. Factors that influence the selling price of a property will include current market conditions and an analysis of sales of comparable properties. This involves looking at what property has been sold in the area and comparing it to the property to be listed for sale. The data can be purchased from a number of organisations such as Core Logic, Red Square or Price Finder. Comparable sales data is included in the Market Appraisal Report and must be presented to the vendor. 
	[image: ] 	Practice activity
[bookmark: _Toc31120355]Activity 1.4: Short answer questions and activities
Azure Beach Realty Group has been approached by vendor Tyler Smith to sell their property at three Treetop Way, Black Stump. Adjoining suburbs are Ocean View and Kale Farm. The property has three bedrooms, one bathroom with open plan living, updated kitchen and large rear yard with an outdoor entertaining area. There is garaging for one car. Land size is 700 square metres.
1. Using the comparable sales data spreadsheet, choose two comparable homes to the Smith home and record details of these here. 

Using the data you gathered to respond to question one, collate the information into a paragraph or table for inclusion in the draft market appraisal report. 

Access the template market appraisal report, insert the names of the vendor, the address of the property and the paragraph you prepared as a response to question two. Save or print your work. 

Draft a paragraph to include in an email to forward the draft market appraisal report to the sales team to finalise.

	[image: ]	Self-check
[bookmark: _Toc31120356]How did you go?
You have completed the topic on Preparing a property appraisal. Check the boxes for the tasks you feel confident you can complete. 
☐	I can use comparable property data to collate information for inclusion into a market appraisal report.
☐	I can create a draft market appraisal report for a client and include relevant information.
☐	I can communicate with the sales team regarding appraisal activities.


[bookmark: _Toc31120357]Schedule and document property inspection and appraisal meeting
An agent will meet with the vendors and conduct a listing meeting which will include the presentation of the market appraisal report mentioned above. In your role to assist the selling agent you will be required to schedule and document meetings with vendors.
	[image: ] 	Practice activity
[bookmark: _Toc31120358]Activity 1.5: Short answer questions 
Read the following questions and provide short responses below:
1. List the persons who would be present at the appraisal meeting.

Identify two ways to schedule the appraisal meeting.

[bookmark: _Hlk10184735]Draft a paragraph for inclusion in a letter or email to John and Susan Lavender scheduling a meeting with them to discuss inspection of the property and finalising the listing.

	[image: ]	Self-check
[bookmark: _Toc31120359]How did you go?
You have completed the session on Schedule and document property inspection and appraisal meeting. Check the boxes for the tasks you feel confident you can complete. 
☐	I can schedule and document the property inspection and appraisal meeting.


[bookmark: _Toc31120360]Prepare listing documents
Listing a property for sale is an essential first step in the sales process. When listing a property for sale an agent must physically inspect a property, prepare a sales inspection report and provide this to the client. An agency agreement, in the approved form, must also be completed. 
The agency agreement and, where applicable, the Fair Trading Consumer Guide must be served on the client within 48 hours of the client signing the agreement. The agent must not advertise the property for sale until a contract for the sale of land is prepared by the client’s solicitor or conveyancer and is held by the agent.
	[image: ] 	Practice activity
[bookmark: _Toc11228386][bookmark: _Toc31120361]Activity 1.6: Short answer questions and activities
Access the Azure Beach Realty Group Intranet. Under the documents tab, example documents, open the agency agreement for Harrison and review the information contained in the agreement.
1. List the information needed to complete the sales inspection report and agency agreement.

List the information needed to complete the sales inspection report and agency agreement.

Using the approved form, prepare a draft agency agreement and sales inspection report for the sale of the Lavender property. Save or print your work.

The receptionist at the agency has asked you to explain why it is necessary to prepare the listing document and provide them to the vendor. What would you tell them? Record your response here.

	[image: ]	Self-check
[bookmark: _Toc31120362]How did you go?
You have completed the session on Prepare listing documents. Check the boxes for the tasks you feel confident you can complete. 
☐	I can prepare a draft agency agreement and sales inspection report for the listing of a new property for consideration by the sales staff
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[bookmark: _Toc31120363]Topic 2: Prepare to market property for sale
 



[bookmark: _Toc31120364]Overview
In this topic you will learn about:
preparation of marketing plan and marketing activities.
There are a variety of ways to market a property for sale. These include:
1. Placing advertisements in the local newspaper or magazine.
Advertising using the internet or social media.
Delivering brochures or letters via letterbox drops.
Placing advertisements in the agency’s shopfront window.
Erecting signboards at the property.
A marketing strategy will usually include more than one marketing activity to promote the property. The strategy is an integrated way to promote the property to give a consistent presentation of the property for sale using a number of marketing activities. The sales team will set objectives to be achieved from the advertising, e.g. attracting buyer enquiries each week. Setting an objective allows the effectiveness of the advertising strategy to be measured and reviewed as marketing activities continue.
Strategies for marketing are discussed with the vendor and the agent will explain the advantages and disadvantages and cost of each activity. The client will want to get the maximum impact for their advertising outlay. While some activities are inexpensive or without cost (such as signage in the agency shopfront window) other can be very expensive. The marketing strategy for each property is unique and depends on the client’s budget, the property itself and the section of the public the advertisement is targeting. The agent can recommend a marketing strategy but ultimately the client will decide on the marketing strategy for the property.
The activities throughout this resource will assist you in your learning. These activities do not form a part of your final assessment however they will contribute to your understanding of the topic area.
[bookmark: _Toc31120365]Preparation of marketing plan and marketing activities 
A marketing plan is developed to give effect to the marketing strategy. Each activity within the plan must have a purpose that can be monitored, measured and reviewed. The plan sets out the marketing activities and the timing when these are to occur. Some of the activities to promote a property for sale are:
1. For sale signboard—this method attracts potential buyers who are passing by the property and involves a sign indicating the property is for sale and the agent’s contact details. The sign also indicates when the property is open for inspection and, if the sale will be conducted by way of auction, the auction date. This method is relatively inexpensive and has the benefit of bringing the property to the attention of local buyers.
Shopfront window display—this involves displaying a photograph and description of the property in the agency’s window. Again, this is an inexpensive method of marketing the property.
Printed brochures—these could be prepared by the agency and used in a variety of ways to market the property, e.g. having them available at the open house or letterbox drops. Brochures can also be emailed to potential buyers easily. The cost of brochures can vary depending on how they are produced.
Print media—this method involves placing advertisements in newspapers or magazines. Some newspapers have sections of the paper dedicated to real estate sales. A property can be featured and displayed on the front page of the paper or the advertisement made more prominent by the inclusion of an editorial piece about the property. Some agencies also advertise in magazines. This form of advertising can be more expensive.
Electronic marketing—the benefits of using the internet to market a property are many given that many people use the internet for day-to-day transactions in their personal life. 
Agency website and social media. Properties can be marketed on the agency’s website and on social media sites such as Facebook. Most agency’s use the internet to promote their businesses and the properties they have to sell. Marketing can include virtual tours of the property and the presentation of high-quality digital photographs. As mentioned above, using email to send property information to potential buyers is another effective method of marketing a property.
Internet websites: properties can be marketed on online websites such as Domain.com.au and Realestate.com.au. This has become a popular method of advertising properties for sale. These websites can also provide other information, e.g. home loan calculators, median price details for properties in the area, and links to Council information. These website providers promote the property on their websites for a fee. 
Examples of a marketing plan are as follows.
Table 1 Marketing plan examples
	Example
	Description

	Signboard.
	1200mm × 900mm full-colour signboard. For sale signboard with two photographs. One showing back of the property and one internal photograph.
Timing: On display continuously after listing.

	Printed Media.
	Full-colour advertisements in Australia Daily Tribune.
Timing: Week one for five fortnights.

	Window Display.
	Full-colour photograph window display A4 size with two photographs. One showing the front of the property and one internal photograph.
Timing: On display continuously after listing.

	Website.
	On agency website: virtual tour presentation, colour photographs depicting external and interior of the property with a detailed description on the agency website.
Timing: On display continuously after listing.
On external websites: Colour photographs depicting external and interior of the property with a detailed description.
Timing: Each week for five weeks then review.

	Email.
	Property updates to potential buyers.
Timing: Sent weekly.

	Social media.
	Posted to agency’s Facebook website. Description of the property with a link to the agency’s website.
Timing: Week one with fortnightly updates for five weeks.


	[image: ] 	Practice activity
[bookmark: _Toc11228388][bookmark: _Toc31120366]Activity 2.1: Short answer questions and activities
Access the Brian Harrison market appraisal report on the Azure Beach Realty Group intranet website and locate the marketing strategy for the property.
1. Prepare a draft marketing plan based on the ‘Gold Package’ itemised in the report. Save or print your work
You have received instruction from the sales team that the signboard to be placed in front of the Harrison property should not contain any photographs. Amend the draft marketing plan you prepared above to incorporate this instruction. Save or print your work.
Select one image from the Harrison market appraisal report and prepare a description of the property to accompany this photograph for use in an agency window display and email marketing to potential buyers. Save or print your work.
Using the template, Appendix 1: Schedule of marketing activities in this workbook, prepare a schedule of marketing activities for the Harrison property. Save or print your work.


Draft a paragraph to include in an email to the sales team notifying them of the marketing activities for the Harrison property.

	[image: ]	Self-check
[bookmark: _Toc31120367]How did you go?
You have completed the session on Preparation of marketing plan and marketing activities. Check the boxes for the tasks you feel confident you can complete. 
☐	I can prepare a draft marketing plan.
☐	I can prepare property descriptions and images for print and electronic distribution.
☐	I can prepare a schedule of marketing activities and notify sales team of marketing activities. 
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[bookmark: _Toc11228362][bookmark: _Toc31120368]Topic 3: Support team in marketing property




[bookmark: _Toc31120369]Overview
In this topic you will learn about:
support team in marketing property for sale.
The activities throughout this resource will assist you in your learning. These activities do not form a part of your final assessment however they will contribute to your understanding of the topic area.
[bookmark: _Toc31120370]Support team in marketing property for sale 
With the marketing strategy devised and the marketing activities identified, the plan can now be scheduled e.g. the property is displayed in the shopfront window display, the signboard erected at the property, print media advertising planned. The marketing activities are scheduled so that the property is promoted at times when it is likely to attract the most potential buyers.
This might be when the property is first listed. There are different approaches to scheduling, e.g. there might be an intensive period of advertising at the commencement of the marketing campaign or alternatively continuous promotion of the property at regular times during the campaign. 
It is important that the marketing activities are monitored, e.g. that advertisements in print media are checked to ensure the wording and placement was as ordered and the timing is correct. The effectiveness of the activities must be monitored to see if the strategy is effective and, if not achieving as expected, reviewed.
Monitoring will also involve checking to see how many potential buyers enquired about the property or attended the open house as a result of the activity. 


	[image: ] 	Practice activity
[bookmark: _Toc11228385][bookmark: _Toc31120371]Activity 3.1: Short answer questions and activities
Access the Harrison market appraisal on the Azure Beach Realty Group Intranet.
1. Using the information and images in the market appraisal prepare a post for the agency’s Facebook page to market the property. Include text and images in your post.

The agency has received a request for information from a potential buyer, Ash Smith, regarding the Harrison property. The enquiry relates to the land area of the property. Using the market appraisal report to gather the information, draft an email responding to the query.



A potential buyer has called into the agency to enquire about the Harrison property. The enquiry relates to the position of the Sydney Water Sewer Main and whether this passes through the property. You do not have this information. To whom would you refer the enquiry to and why?

	[image: ]	Self-check
[bookmark: _Toc31120372]How did you go?
You have completed the session on Support team in marketing property. Check the boxes for the tasks you feel confident you can complete. 
☐	I can undertake marketing activities according to the marketing plan and instructions from the sales team.
☐	I can provide the requested information to potential buyers and refer questions outside the scope of my authority to appropriate staff.
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[bookmark: _Toc31120373]Topic 4: Provide follow up service




[bookmark: _Toc31120374]Overview
In this topic you will learn about:
preparing information to provide follow up service.
obtaining feedback to support property sales service.
The activities throughout this resource will assist you in your learning. These activities do not form a part of your final assessment however they will contribute to your understanding of the topic area.
[bookmark: _Toc31120375]Preparing information to provide follow up service
During the marketing campaign, it is important to keep the vendor informed of activity relating to the sale of the property. The vendor could be informed about enquiries from potential buyers and the feedback they have given, the effectiveness of the advertising, how many contracts have been issued and any issues that have arisen with the marketing of the property. The vendor must be advised of any offer made by a potential purchaser for the property. The vendor will also have the opportunity to provide feedback to the agent about all aspects of the sale process.
It is also important that the sales team follow up enquiries from potential buyers to gather their feedback about the property, satisfy any questions they might have about the property and gauge their interest. 
[bookmark: _Toc31120376]Obtaining feedback to support property sales service
As an assistant to the property sales team, your role would include recording vendor and buyer feedback into the client database. Once entered you will be able to filter the data to report on specific aspects of it, e.g. how many buyer enquiries were generated from a particular form of advertising and extract the information into a report. These reports are provided to the sales team so that follow up service can be provided to the vendor and potential buyers
	[image: ] 	Practice activity
[bookmark: _Toc31120377]Activity 4.1: Short answer questions
Access the record buyer enquiries and feedback for the sale of Ash Smith’s property at three Treetop Way, Black Stump.
1. Create a report for buyers who have provided feedback at the open house. Save or print your work.

Create a report for buyers who have provided feedback by telephone. Save or print your work.

Draft an email to the sales team sending the reports for follow up with the potential buyers and the vendor.

	[image: ]	Self-check
[bookmark: _Toc31120378]How did you go?
You have completed the section on Provide follow up service. Check the boxes for the tasks you feel confident you can complete. 
☐	I can gather and organise information, including feedback, to facilitate the provision of follow up service to a client and potential buyers.
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[bookmark: _Toc31120379]Topic 5: Review marketing activities
 



[bookmark: _Toc31120380]Overview
Provide some introductory text for this topic. Describe what the topic is about and why it is important to understand this.
In this topic you will learn about:
review marketing activities.
The activities throughout this resource will assist you in your learning. These activities do not form a part of your final assessment however they will contribute to your understanding of the topic area.
[bookmark: _Toc31120381]Review marketing activities 
The effectiveness of the marketing activities must be reviewed to see if the strategy is achieving projected outcomes and, if not achieving as expected, amended. A review must be undertaken as to determine this. As an example, if the objective of the marketing strategy is to attract enquiries from ten potential buyers each week but the agency receives only four enquiries each week for the first two weeks then the objective is not being met.
This may not mean that the marketing activities have not been effective as there could be other factors that have led to a lack of interest in the property. Nonetheless, the strategy should be reviewed to see if any amendments should be made. Any amendments must be in line with the client’s agreed budget for marketing the property.
Your role as an assistant to the sale team would include gathering and documenting feedback about marketing activities from the client and potential buyers and participating in the review of marketing activities.


	[image: ] 	Practice activity
[bookmark: _Toc31120382][bookmark: _Toc11228387]Activity 5.1: Short answer questions
Record responses to the following questions.
As an assistant to the sales team at Azure Beach Realty Group, you are preparing for the weekly meetings with sales staff to review the marketing activities for listed properties. For that review you will need to gather and document feedback from the client and potential buyers.
1. Identify and briefly describe the type of feedback you would be gathering from the client. In your answer describe how or where you would gather the feedback.

2. Identify and briefly describe the type of feedback you would be gathering from potential buyers. In your answer describe where you would gather the feedback.

3. You have monitored the marketing activities and noticed that the advertisements in the print media (local newspaper) for the Harrison property is not meeting the objective of generating five enquiries per week. You have discovered that last week, the advertisement was not published in the local newspaper. Should this factor be included in the review of the marketing activities for the property? Why or why not?

	[image: ]	Collaboration
[bookmark: _Toc877354][bookmark: _Toc11228377][bookmark: _Toc31120383]Activity 5.2: Short answer questions and activities
[bookmark: _GoBack]As a group, consider the situation in Activity 5.1, question three, about how the advertising was not published as required. Discuss the issue and record your response to the questions below. 
1. What feedback do you think the vendor would give in response to this scenario? Record your discussion here.

What feedback would the sales consultant provide in relation to the issue? Record your discussion here.

What solution would you propose to address the issue to improve future practise.

	[image: ]	Self-check
[bookmark: _Toc31120384]How did you go?
You have completed the session on Review marketing activities. Check the boxes for the tasks you feel confident you can complete. 
☐	I can review marketing activities.
☐	I can gather and document feedback in relation to marketing activities.
☐	I can review feedback to improve future practise.


[bookmark: _Toc31120385]Appendices
[bookmark: _Ref31114192][bookmark: _Toc31120386]Appendix 1: Schedule of marketing activities
Prepared for:
Property address:
Property type:
Sales method:
Listing agent:
Professional Creative Services and Generic Marketing Supplies
	Order Item
	Order cost $

	Internet advertising
	

	Photography
	

	Signboard
	

	Window display
	

	Total:
	$


Media and Publishing
	Week #
	Marketing activities

	1
	

	2
	

	3
	

	4
	


Note: All marketing is invoiced upon exchange of contracts unless otherwise agreed.
* All prices inclusive of GST
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