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ESTABLISHING A REGULAR ROUTINE

Most of the duties a sales person should be undertaking are reasonably repetitive and as such, can be planned.

Planning is an unknown concept for many sales people - they simply react to what needs to be done. The side effect of being reactive (as opposed to proactive) is lack of control, excessive workload and high stress. 

The following calendar is an example of a regular routine for a sales person. Please note that activities are grouped together. 

This means the sales agent doesn’t have to juggle many activities at once, and risk dropping one activity and in turn, losing the lot. You gain a sense of control.  More will be achieved in the day, because grouping the activities allows you to flow through each activity at a faster rate. You will not be switching your concentration from one activity to another, whilst still not having finished the one prior.
Steps in Creating your Regular Routine

Step 1 – Determine what recurring activities NEED to be done 

Activities such as:

· Planning 

· Prospecting

· Referral network

· Past clients

· Pipeline vendors

· Appraisals

· Listing presentations

· Current Vendors

· Open for inspections

· Hot buyers

· Buyers

· Auctions

· Negotiations

· Contacts

· Open House attendees

· Returning calls

· Administration

· Mail

· Accounts 

Step 2 – Determine WHEN these Activities need to be completed

· Daily 

· Weekly

· Monthly 

· Yearly

· Morning 

· Midday 

· Afternoon 

Step 3 – Timetable these recurring activities

The regular routine is not likely to be a perfect fit for all sales agents because responsibilities can vary from company to company. 

It is the concept that is the key to this, not the content.

There is no reason why a sales agent’s week cannot be planned. We know sometimes unplanned situations that need immediate attention will occur - that’s sales. 

However, all the repetitious, routine aspects of a sales agent’s role can be identified and ‘pigeon holed’ into appropriate times of the day or week.

Sales agents who have regular routines are always in control and masters of their own destiny.

So what are the keys to a regular routine?

1. Spend time identifying the routine duties you perform in your role.

2. Take the time to carefully place these duties into times of the day or week that suit you most.

3. Allow some spaces in each day of your regular routine for unplanned situations to occur (i.e. don’t pack your week too tightly).

4. Provide a copy of your regular routine to:

· your agency principal

· your reception staff

· the rest of the sales team (if there are any)

           and get their support for it, otherwise, it will not work. 

5. Stick to it as close to 100% of the time as possible and don’t let anyone else break it.

6. Give support staff sufficient information to help you keep to your regular routine. For example, reception staff should be advised when you are doing certain activities in the office that require clear uninterrupted time. Although you are in the office, you don’t want to be disturbed. The reception staff should use a scripted dialogue to handle any incoming phone calls or unexpected arrivals.
7. Enter recurring monthly tasks such into your monthly diary. 

8. Plan activities that occur on an annual basis and lock them into your diary.

9. Don’t be afraid to modify your regular routine, but only once it is in place and you have done your absolute best to stick to it. If it is not working well for you, change it – don’t give up on it.

Use an Action List to set out the next day’s activities in order of importance.  This enables you to easily recognise your urgent tasks, as well as those that are unpleasant.  Planning tomorrow’s tasks every night lets you relax and sleep better.  By writing a list of the next day’s challenges you lift them from your mind and are able to concentrate on your immediate surroundings.

On your Action List, rank the activities you’ve set for yourself in order of importance. Tackle those items you like least first thing in the morning and get them out of the way. By doing what you don’t want to do early, you save hours of excuse making and exhausting internal debate. While you’re pro​crastinating, the nasty problem is getting worse, and your fear of deal​ing with it is getting stronger. This habit of making sure you clear all tough tasks first thing every day will do wonders for your morale and double your efficiency. 


