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5 Steps to 150
New Managements

Knowing the methods to generate Landlord 
enquiry is one thing but having a system 
and structure to ensure consistent 
performance to provide lasting results is 
entirely another.  

Many times when discussing the growth of 
an Agency’s portfolio the Principal will say 
to me, “I employed a BDM but it didn’t 
work”. I discuss a little later the reasons for 
why it may not have been successful but 
ultimately the primary reason a person 
responsible for growth hasn’t been a 
success is a lack of the right infrastructure 
and the absence of accountability.  

5 Steps to 150 New Managements is a step by 
step, detailed process to managing Massive Rent 
Roll Growth and generate the growth that you 
have set as your goals for your business. We 
want to ensure the processes are in place and the 
management tools available to ensure long term 
results. 

Agencies and BDM’s throughout Australia are using 
these principles to create the infrastructure to 
generate up to 250 new managements annually, 
and by following this process you can massively 
increase the growth of your Property Management 
business. 

Organic growth is vital for adding cashflow and 
equity to your business. If you have purchased a 
rent roll, having an organic growth plan in place 
is fundamental to ensuring maximum value from 
the purchase and ensuring you always maintain 
your required lending ratio’s with your financier.  

A decade ago Property Management was 
perceived as the very poor cousin to Sales 
within a real estate agency however in recent 
years the value of a good rent roll portfolio has 
been better understood by Principals as sales 
had been slow and the enormous increases in 
returns, cashflow and value demand we as 
Principals are far more professional in our 
approach to this part of our business.  

__________________________________________________________________________________

This manual will show you the infrastructure and 
how to implement them successfully to generate 
Massive Rent Roll Growth. It is also best read in 
conjunction with 25 Strategies to Grow you Rent 
Roll which can be found on our website at 
www.REAS.com.au

5 Steps to 150 New Managements is designed 
to provide you the steps to manage your 
department to generate annual growth of 
150 new managements.
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A rental department provides enormous long term 
benefits to your business.

• Business energy and momentum
• Branding
• Equity
• Sales leads
• Cashflow
• Database growth

The 2014 Macquarie Bank Benchmarking report 
stated up to 24% of sales listing come from the rent 
roll. That’s almost one in four listings.  

When you sell your business it is likely the rent roll 
will maintain most of the businesses value. In the 
meantime you can use the equity within your rent 
roll to leverage from and lend against to purchase 
and further increase market share and cashflow.  

This document will give you the tools to manage 
the team responsible for the organic growth that 
you have planned to achieve. Our years of hands 
on experience in growing and managing Property 
Management departments and our daily contact 
with other Property Managers, BDM’s and Real 
Estate Principals is shared here to assist you.  

Let’s take a detailed look at those 5 steps. 

_________________________________________________________________________________
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The 5 simple steps to growth are:- 

1. Create a job description
identifying the position of
growing the rent roll

2. Recruit someone
responsible for its growth

3. Set Targets

4. Identify the actions to
stimulate enquiry

5. Manage the process

_________________________________________________________________________________
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1. Job Description

The most important thing about a job description is simply having one. We all know what 
they are and why it’s important yet most staff don’t have one or for those that do it’s 
collecting cobwebs in a file somewhere in the managers office, possibly never even read by 
the team member before being signed, or certainly a long lost memory of what the 
content is. 

Job descriptions are essential to help staff to: 

• understand their role,
• provide consistency,
• retain employees,
• allow employees the confidence to make

decisions as necessary

Job descriptions help staff be more productive and 
work more efficiently. 

The first step, and possibly the most important, is to 
create the job description. This will identify the 
expectations of the role and identify the type of 
person you will require to be able to complete the 
tasks.  

In the Job Description we want to:

• identify the role,
• identify the tasks required,
• enter the targets based on Step 4
• outline the role and responsibilities.

Providing clear direction to the person responsible for generating growth is paramount to 

success. A Job description begins the process of clarity and the basis of performance.  

A sample Job Description for a Business Development Manager (BDM) is:-

__________________________________________________________________________________
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Title: 

Name: 

Job Description 
Business Development Manager – Property Management 

(enter name here) 

Principal Reports to: 

Position requirements: Targets : 

1. Satisfied Clients
2. Revenue
3. New management nett growth
4. Database

100 % satisfaction through surveys, referrals 
$7,000 per month 
25 every 2 months 
add 20 per month 

5. Number of properties in arrears 2 
6. Routine inspections
7. Personal development

18 per month 
3 days spent in training this year 

Authority:   The property manager is authorised to negotiate commission rates only within specified limits. 
Agency management fee: 8% plus gst 
Landlord with multiple properties: 7.5% plus gst 

Responsibilities: 

• To comply with all Property Management systems and procedures, office policies, values and
recommend any improvements.

• To increase the number of properties under management.
• To conduct appraisals and listing presentations with Investment Property Owners
• To follow up and communicate with all potential new clients
• To ensure new Landlords are serviced and their properties tenanted and maintained.
• To work with landlords to increase the value and returns of properties
• To maintain the value and profitability of every management
• To manage correspondence between all parties so that contractual agreements are kept
• To perform the tasks required to generate new Landlord enquiry to meet minimum targets.
• To manage a database and work with it constantly
• To network with people of influence as identified
• Marketing of themselves and the agency
• Forming a strong relationship with the office sales department
• Training the sales team in how they can assist in the growth of the rent roll
• To generate the marketing of new managements
• To conduct and record property inspections as required
• To introduce the Landlord to the Property Manager
• New Landlord follow up and ensure testimonials are received
• Continue skill development to ensure outstanding performance
• To attend and report to all Property Management, Office, and one to one meetings

________________________________________________________________________________

• To represent the Property management development department at the monthly Business Review
meeting, and report discussions to the Property Management Department

• Formulate marketing plans
• Other duties as required and instructed by the Principal
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Performance:

Constant review of performance will be monitored by:

-‐ Weekly one on one meetings 
-‐ Property Management meetings  
-‐ Completed task reports 
-‐ Annual reviews 

This job description clearly outlines the expectations of the role. It sets the targets and provides clarity 
around the intent of the role. This forms the basis of future meetings and performance reviews.  

________________________________________________________________________________
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2. Recruit a BDM

Property Managers don’t grow rent rolls. Having 
someone who will focus on the tasks and 
responsibilities without the constant distractions 
of a Property Managers role is the most successful 
way to generate consistent beneficial growth.

Be aware, if you don’t have the right person for 
the role or clear guidelines and expectations 
around performance, former Property Managers 
will tend to allow themselves to be distracted by 
going back to their comfort zone – managing 
property. The ongoing management for a BDM is 
integral to provide continued support, direction 
and accountability.

The role of a BDM will also be to maximise the 
value of any rent roll purchase. All the 
opportunities from the purchase of a rent roll are 
often missed and the full value available are lost 
by the lack of resources to complete the actions 
required.

The opportunities available by buying are:

• Improved service to the Landlords
• Increase fees once greater service

levels are established
• Communicate value
• Assist and encourage Investors to

re-invest by purchasing more investment
properties

• Generate referrals from new Landlords
• Find other managements owned by

the Landlords

• Sales leads

Acquisition should always be an opportunity 
and not a solution. 

________________________________________________________________________________

Sometimes a Principal may desire to 
purchase a rent roll for a specific reason 
including to boost turnover or meet staff 
levels with no real thought or plan around 
the entire opportunity available. In time, 
instead of increasing income and 
generating further growth the portfolio 
actually reduces and creates potential LVR 
issues with the financier.

Therefore it is essential to have a genuine plan for 
organic growth even when acquiring a rent roll 
and not just purchase in the belief it alone will 
provide a solution. 

The purchase of a rent roll can be of substantial 
benefit to your agency and with the right plan in 
place by utilising the services of your BDM you 
can generate even more leverage and further 
growth and income. 

Maybe in the past you have recruited a BDM but 
it didn’t work. The most common reasons why 
the recruitment of a BDM was unsuccessful are: 

• The BDM didn’t have clear guidelines on
how to perform the role

• The right structure wasn’t in place
• The wrong person was recruited for the job.

• The BDM was not held responsible for their
actions and achieving results

Today we provide you with the tools 
to fix that issue

9
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How to find a BDM

When looking to recruit a BDM there are traditional methods of advertising and/or utilising a 
recruitment firm. Either way you will still want to have an understanding of your target market 
and the suitable backgrounds for a perfect BDM.  

Given we have already identified the BDM will 
have a sales based personality one method 
successfully being used is employing a future sales 
assistant or sales consultant through the role of a 
BDM. The role is also a great opportunity to 
identify potential sales people of the future.  

A rookie salesperson who may not quite be 
making it in the field of sales and a lack of required 
capital and resources can be a real opportunity. 
They may have great energy and passion for real 
estate but be more suited to the role of a salary 
based position with bonuses such as that of a BDM.  

Experienced salespeople also may have a change in 
personal circumstances and prefer to move to the 
role of BDM. We have seen this happen  
	  	  successfully on several occasions.

An experienced Property Manager looking for a 
change after years of Management might actually 
be perfectly suited to the BDM position. This 
candidate is the one most likely to fall back into 
past comfort zones and be easily distracted by the 
day to day property management. 

Former Principals who have sold their businesses 
may be interested in the role of BDM which 
involves much less pressure, stress and 
responsibility of being a business owner. Their 
knowledge, experience, contacts and networks  
would make an ideal BDM candidate.

These are all potential prospects to recruit for the role of BDM.	  

Also other Property Management staff may 
continually distract them as they look for guidance 
and leadership from the experienced staff member. 
This is where monitoring and accountability are very 
important to ensure the right actions are completed 
on a daily basis.  
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Identifying the right person for the role. 

A BDM needs to have a sales orientated 
personality and ideally a good understanding of 
Property Management processes.  
The personal characteristics of a BDM are:-‐ 

• High energy
• Motivated
• Great people skills
• Ability to quickly engage people
• Focused
• Loves to network and typically has a large

range of friends
• Is creative and has a good understanding

of marketing
• Is a team player
• Delegates well

Finding the right person for the role is critical. We need 
to understand the culture of our business, know the 
standards needed to uphold the position, identify 
someone with the right attitude to successfully perform 
the role and who will share in the vision you have set 
for your business.

________________________________________________________________________________

The Interview
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Application form

Begin the interview by having the recruit complete an application form upon arrival 
while waiting for the interviewer to begin. There are several reasons for having the 
application form completed prior to the interview.  

1. It provides a basis for you to start the interview.
2. Provides answers to relevant questions in a written format
3. Allows you to see their handwriting and spelling capabilities
4. Allows you to see their ability to construct sentences and create explanations in short time

frames.

__________________________________	  

__________________________________	  

M  N  

 N   

  __________________________________	  

What do you know about (Agency name)? 

Why are you interested in a career at (Agency name)? 

________________________________________________________________________________

POSITION APPLICATION FORM

Name: ________________________________________________________

Address: ________________________________________________________

12

Current Employer : 

Previous Employers in Real Estate :
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What do you enjoy most about your current role? 

What do you enjoy least about your current role? 

What are the primary things you are looking for in a company where you work? 

What is the longest you have been with one employer? 

How would you find new landlords? 

What prospecting do you not enjoy? 

What training will you need? 

Would you prefer to work individually or in a team environment? 

Do you own your own home? 

______________________________________________________________________________________________

13



What is your availability? 

What is your current income? ___________________________________ 

Thank You! 

______________________________________________________________________________________________

14

What do you want from a real estate career?

Do you own an investment property?
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The Interview

Ask questions and allow the interviewee to 
answer and do the majority of talking. You are 
looking for someone who is interested in a career 
in the industry and sees your business as a 
genuine place of work they would like to 
establish a career. You want someone who will 
add value to your business. You want someone 
calm, efficient, able to work without supervision, 
but provides great energy and enthusiasm.  

You want to identify and eliminate any person 
who may just be looking for another job, won’t 
fit the culture of your business and team or may 
display a personality type not likely to be suitable 
to the role.  

Therefore your questions should be aimed at 
identifying the suitability of the candidate you are 
interviewing. Refrain from making statements and 
simply ask the right questions to identify the right 
candidate for your business.  

The skillset you are looking for is different to that 
of a Property Manager. 

And remember, it’s not always what they 
say but often what they don’t say that 
leaves clues to their suitability.  

_______________________________________________________________________________
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Employment agreement 

The following is a sample Agency Employment Agreement for internal use.	  

You may change, alter or remove in any way the information, it is provided as a 
template only.	  Alternatively you are welcome to utilise all or any part of the agreement for 
your own purposes. 	  

_______________________________________________________________________________

16



12

Letter of Appointment 

Date: 

Name: 

Address: 

Telephone Number: 

Email: 

Commencement Date: 

(Company name) is pleased to offer you the position of Property Management Business Development 
Manager reporting directly to the Principal. Set out below are the terms and conditions of your employment 
which may be varied from time to time. Please find attached two copies of this agreement, you should note 
the following and acknowledge your acceptance of this letter and return same to the Principal. 
We believe our values drive us to achieve a reputation for excellence in the industry. This reputation has 
been built up through consistent levels of service to our clients. 

OUR VALUES 

Professional 
Look and act Professionally at all times. 

Communication 
Provide regular Communication and add value to the process. 

Integrity 
Act with integrity and maintain your reputation. 

Pride 
Take pride in your work and protect the company brand. 

Have Fun 
Relax, be yourself, enjoy what you do and have fun. 

_______________________________________________________________________________
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REMUNERATION 

Salaries and bonuses will be payable in accordance with the Australian Workplace Agreements on a basis of 
$ (amount). Bonuses shall apply for meeting set targets and will apply on the following basis. (include any 
bonus structure agreed to here). This will be paid by direct credit into the bank account nominated by you, 
in writing.  

PRESENTATION 

Any reasonable instruction by your Manager about your personal appearance and hygiene is to be complied 
with. Jewellery is to be kept to a minimum to ensure a consistent and professional standard. Jewellery should be 
a standard considered reasonable and also be neither offensive nor outrageous.  
Uniform is neat professional attire. Company uniform is black pants, or skirt for females, an approved company 
shirt, long sleeve for men, and black shoes. Approved ties and scarves are available. A tie is not mandatory (or 
insert your office policy here). 

ALL LEAVE AND HOLIDAYS 

All annual leave, sick leave and long service leave applies. For annual and long service leave please 
complete the Holiday Leave form for approval by management.  

PROBATIONARY PERIOD 

Initially you will be employed on a probationary period of three months. At the end of the probationary 
period, you will be notified by the company of one of the following: 

** Your probation has concluded and your employment with the company will 
continue: 

** Your probation will be extended by a further period not exceeding three 
months; or 

** The company will not be continuing your employment. 

During the probationary period, either party may terminate your employment by giving one weeks notice. 
The company may terminate the agreement without notice in the event of gross incompetence or 
misconduct.   

_______________________________________________________________________________
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SUPERANNUATION 

The company will pay super on your behalf into an approved superannuation fund at the current statutory 

rate of 9.5%. 

PERSONAL DETAILS 

It is the employee’s responsibility to immediately inform the Manager of any changes to their personal particulars 
which includes change of address, qualifications, bank details or any other relevant information. 

CONFIDENTIALITY 

During the course of employment, the employee may become aware of certain information which is 
confidential to the company and forms part of the company’s goodwill. Such information (called Confidential 
Information) includes but is not limited to: client’s lists, cards, business listings, records and information, 
personnel lists, application forms, accounting, billing, costing and budgeting documents and records, manuals, 
planning information and diaries. The confidential information may be in the form of a document, computer, 
email or other form of media. The company claims copyright and all other applicable intellectual property 
rights which it may claim in respect of the Confidential Information.  

The employee shall not either during the employment or at any time after the termination of employment 
either copy, re-configure or disclose such information except in the proper course of employment and upon 
termination shall forthwith return all Confidential Information in the employee’s possession to the Company. 

COMPANY SECURITY 

No company material, either written or verbal, relating to any company matter, will be given to any person 
unauthorised to receive that material. On the concession of your employment all documents, manuals, keys 
etc are to be returned to the Company and will always remain the property of the Company. 

_______________________________________________________________________________
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PERSONAL SECURITY

In the advent of robbery, please remain calm and do as instructed, ie. hand over all available monies etc. To 
minimise possible loss, no cash should be kept on the premises. When visiting clients and attending appointments 
in the course of your duties, ensure the admin staff are aware of where you are and have precautionary plans in 
place in case of emegency.



12

COMPANY POLICY 

The company has a reputation for honesty and high standards and we expect our staff to be completely above 
board in their relationship with the company and the company’s clients. Kickbacks or secret commissions are 
not an acceptable code of practise for any employee of the Company. Any payments paid by Tenants or 
Landlords must be paid directly to the Company. Any bonuses agreed to may then be dispersed to team 
members concerned in the appropriate way. The only “bonuses” acceptable are those paid directly by the 
Company to its employees. 

EQUAL EMPLOYMENT OPPORTUNITY 

The Company is committed to ensuring a workplace free of discrimination and hard assessment. This 
commitment is based on the need to ensure that our Company complies with equal opportunity laws. The 
Company is committed to providing a pleasant working environment and encouraging good work relationships 
between all employees. Ensuring that discrimination and harassment does not occur in the workplace is the 
responsibility of all employees.  (Please read attached “Equal Employment Opportunity Policy Statement “) 

ALCOHOL AND OTHER LEGAL DRUG USE 

You have an obligation to ensure that personal use of alcohol or other legal drugs does not affect the 
performance or safety of yourself or others. 

Unless otherwise specified, you are not to consume alcohol while performing Company duties. You will not be 
permitted to report for duty, continue to perform your duties or use company equipment while your 
supervisor considers you are unable to perform your duties diligently and safely. 

** Your fitness for duty 
** Effective work performance, decorum and judgement 
** Safety on work premises 
** Effective client relations 
** The Companies public image 

_______________________________________________________________________________
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You are also not permitted to consume alcohol during lunch breaks or while representing the 
Company, in the interest of maintaining: 
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It is acknowledged, however, that instances may arise where the consumption of alcohol will be regarded as 
socially acceptable as part of conferences, presentation evenings, networking etc. In such instances the 
consumption should be kept to a minimum to maintain the Companies interests, professional image and your 
own welfare at all times. 

The company advises it is prohibited for a team member to drive under any influence of alcohol or drugs at any 
time, in any motor vehicle during working hours due to the nature of the business. 

ILLEGAL DRUGS 

It is a criminal offence to possess or use illegal drugs. You must abstain from the use of illegal drugs whether 
on duty or not. 

SMOKING 

The Company aims to provide each employee with a safe and healthy place in which to work, free from 
discrimination. As part of that policy, we provide all employees with a smoke free workplace. Employees 
who wish to smoke may do so in their designated breaks, outside of the office, provided cigarette butts are 
picked up and disposed of appropriately and the area is kept free of litter. 

MOTOR VEHICLE 

In your employment it is your responsibility to ensure that your motor vehicle is registered and insured for 
commercial use where and if necessary. It is your duty to ensure that the vehicle is roadworthy, in good 
working order and that you are the holder of a current driver’s licence covering the relevant jurisdiction and 
class of vehicle to be driven. 

You are accountable for all the penalties and impositions resulting from breaches of the Traffic Act or other 
legislation resulting from the use of motor vehicles. Should you be using your vehicle in a manner which is 
representative of the Company, you are obliged to keep your vehicle neat, tidy and clean to represent the 
professional image of the Company. 

_______________________________________________________________________________
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OFFICE EQUIPMENT – COMPUTERS, INTERNET USE, 
TELEPHONES, MOBILE PHONES 

Telephones, fax machines, computers, photocopiers and other equipment at work are to be used for official 
purposes only unless otherwise determined by the Company. The use of computers for private use or to 
download information, music or any other activity not related to the business is not acceptable. You may not 
enter a website, download material or open an email which will cause viruses or spam email. Computers may 
not be used to enter chatrooms or for personal conversations at any time.  

Consumables such as office stationary are to be used only for official purposes and cannot be taken when 
leaving the office. 

Electronic mail systems may only be used for official purposes. The use of electronic communications to 
download or send offensive material is strictly prohibited. You should not deliberately access, create, store, 
retrieve or distribute information where that action might reasonably be thought to be contrary to the 
Companies policy. 

PERSONAL PROPERTY / COMPANY PROPERTY 

The Company shall not be responsible for the safe keeping of, or be liable for any loss or damage to, any 
personal property of employees on the company’s premises. Loss of, or damage to, any of the Companies 
property must be reported at once to their Manager. No employee shall keep anything belonging to the 
Company in his or her possession or at home without the permission of their Manager. 

Use of the Companies premises, plant or equipment for private purposes by employees is not permitted 
except with prior consent of their Manager. 

It is the responsibility of each employee to observe security and safety precautions within the company 
office where they are working in order to safeguard themselves and the assets of the Company. 

Understandably, theft of Company Property is unacceptable and is not tolerated. 

_______________________________________________________________________________
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CONDUCTING PRIVATE DEALINGS IN THE WORKPLACE 

You may not conduct private business dealings including the sale of goods and services for personal income 
earning purposes whilst at work or during work hours. The use of office telephone numbers for personal 
contact is not acceptable. 

TERMINATION 

After the probationary period either party may terminate this agreement by the giving of two weeks notice in 
writing unless a greater period of notice is required by law. 

Notwithstanding the preceding paragraph, the Company may terminate this agreement without notice in 
circumstances where you have engaged in misconduct which endangers or might endanger the health of 
others, which seriously prejudices the Companies business, or which is of any other nature such that it would 
be unreasonable for the Company to continue your employment during the period of notice. 

We take this opportunity to welcome you to (Agency name) and trust that your appointment will be mutually 
beneficial. We look forward to a long and rewarding career for you with our team. 

Yours Faithfully 

(Name)   
Company Director 

_______________________________________________________________________________
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I,   ______________________________________________________ 

of _________________________________________________________ 

Hereby acknowledge that I have read and thoroughly understood the above and I accept employment 
on the terms outlined in this letter. 

Dated this  day of  2014 

Signature 

      Agency Disclaimer 
The company reserves the right to vary the above at any time or in relation to any specific 
transaction to ensure fairness to the employee and the Company. The Company's decision will be 
final and employees agree to be bound by such discretion. 

_______________________________________________________________________________
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EQUAL EMPLOYMENT OPPORTUNITY (EEO) POLICY STATEMENT 

(Company name) is committed to ensuring a workplace free of discrimination and harassment. 
This commitment is based on the need to ensure that our Company complies with equal opportunity laws. 
The Company is committed in providing a pleasant working environment and encouraging good working 
relationships between all employees. Ensuring that discrimination and harassment does not occur in the 
workplace is the responsibility of all employees. 

NO DISCRIMINATION 

(Company name) aims to ensure that in the application of all company policies, practices and procedures, no 
discrimination takes place and that all employees enjoy equal access to opportunities within the Company. 
The basis of employment decisions is the individual merit of employees. 

NO HARASSMENT 

(Company name) aims to ensure that no sexual, racial, religious or other kinds of harassment occur in 
the workplace. 

EEO OBJECTIVES 

(Company name) is committed to achieve the following EEO objectives by ensuring that: 
All employees are treated fairly; 
The potential of every employee is fully utilised and developed; 
All policies and procedures are consistent with EEO principles; 
Employee morale and motivation are improved by increasing staff confidence in the fairness of our human 
resource practices and access to employment opportunities; 

INVESTIGATION OF COMPLAINTS 

Complaints of discrimination or harassment will be taken seriously by the Company. The complaint will be 
investigated in a sympathetic, fair and confidential manner. Action will be taken to make sure that the 
harassment stops. Appropriate warnings or disciplinary action will be taken where discrimination or harassment 
is found to have occurred. 

NO VICTIMISATION 

No employee will be victimised or treated unfairly for making a harassment complaint. 

_______________________________________________________________________________
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Job Specification

Title: Business Development Manager – Property Management 
Name: (enter name here) 

Reports to: Principal 

Position requirements: Targets : 

1. Satisfied Clients
2. Revenue
3. New management nett growth
4. Database

100 % satisfaction through surveys, referrals $7,000 per 
month 
25 every 2 months 
add 20 per month 

5. Number of properties in arrears
6. Routine inspections
7. Personal development

18 per month 
3 days spent in training this year 

Authority:   The property manager is authorised to negotiate commission rates only within specified limits.  

Responsibilities: 

Ø To comply with all Property Management systems and procedures, office policies, values and 
 recommend any improvements.  
Ø To increase the number of properties under management. 
Ø To conduct appraisals and listing presentations with Investment Property Owners     
Ø To follow up and communicate with all potential new clients 
Ø To ensure new Landlords are serviced and their properties tenanted and maintained. 
Ø To work with landlords to increase the value and returns of properties 
Ø To maintain the value and profitability of every management 
Ø To manage correspondence between all parties so that contractual agreements are kept 
Ø To perform the tasks required to generate new Landlord enquiry to meet minimum targets. 
Ø To manage a database and work with it constantly 
Ø To network with people of influence as identified 
Ø Marketing themselves and the agency 
Ø Forming a strong relationship with the office sale department 
Ø Training the sales team in how they can assist in the growth of the rent roll 
Ø To generate the marketing of new managements 

_______________________________________________________________________________
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Ø To conduct and record property inspections as required 
Ø To introduce the Landlord to the Property Manager 
Ø New Landlord follow up and ensure testimonials are received 
Ø To continue skill development to ensure outstanding performance 
Ø To attend and report to all Property Management, Office, and one to one meetings  
Ø To represent the Property management development department at the monthly Business  

 Review meeting, and report discussions to the Property  Management Department 
Ø Formulate marketing plans 
Ø Other duties as required and instructed by the Principal 

Performance 

Constant review of performance will be monitored by:-
-    Weekly one on one meetings 
- Property Management meetings 
- Completed task reports 
- Annual reviews 

Signed:  _______________________  Date ____________ 
BDM 

    ______________________  Date ____________ 
Principal 

_______________________________________________________________________________
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3. Set Targets

Create an annual target of 150 managements.

Using the strategies outlined in 25 Ways to Grow 
your Rent Roll you will create momentum and 
results to meet this target.

To generate 150 managements within a 12 month 
period is an average of 12.5 new managements per 
month.

Over the course of the year you may want to 
account for periods within your market that may 
be busier or slower, staff holidays and in line with 
certain marketing strategies you intend to 
complete. Therefore month by month you may 
have different targets you are looking to meet.

If you currently have no actions in place and are 
starting from scratch you may need some time (2‐
3 months) to begin generating momentum.

Enter your targets below for each month 
with a plan to reach 150 within 12 months.

Month 1 - _____________________________

Month 2 - _____________________________

Month 3 - _____________________________

Month 4  - ________________________________

Month 5 - _____________________________

Month 6 - _____________________________

Month 7 - _____________________________

Month 8 - ________________________________

Month 9 - _____________________________

Month 10 - ____________________________

Month 11 - ____________________________

Month 12 - ____________________________

_______________________________________________________________________________
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You don’t want just any management, you 
are looking for quality, profitable rentals 
that fit your business.  

 (figures below are example only) 

Average management fee:  7.5% 
Average income per management:  $1300 p.a. Average 
rent per property:  $380pw 
Lett fee sign up:  100% 
Admin fee sign up:  100% 
Tribunal cost sign up:  100% 
ReLett fee sign up:  85% 
Advertising fee sign up:  70%  

Database: increase by 20 per week 

Of course, each of these would depend on your area 
and it’s demographics and you should define them to be 
relevant to your circumstances and target market.  

Once these targets are set you need to share them with 
the team and have them buy into the vision and plans for 
the business.  

_______________________________________________________________________________

Other targets you need to set are around other key KPI’s of 
your portfolio.
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4. Identify Actions

Now you need to identify the actions 
required to stimulate Landlord enquiry, 
win the business, keep the clients and 
ensure profitability.

Traditional methods of generating Landlord enquiry 
such as sending letters can be effective but there 
are other cost effective options which also provide 
excellent enquiry.

The sales team are an obvious primary source of 
new managements but also mostly under utilised in 
terms of generating leads for Property 
Management. So many opportunities are lost by 
way of lack of understanding of the opportunity 
and limited or no systems to identify and share the 
information. Most Principals simply choose to 
incentivise the sales team by bonuses but in most 
circumstances this doesn’t work.

There are many other simple ways to generate 
leads, some you may already know but have simply 
not implemented and there will be some you may 
not have thought of yet. 

Do you have your copy of 25 Ways to Grow your 
Rent Roll. If not, this is your most powerful 

resource for strategies to generate Massive Rent 
Roll Growth. Download it now at

www.REAS.com.au	  	  

_______________________________________________________________________________

You can look to identify the right actions 
for you and your business by:-

-  Talking to your Franchise representatives if you 
    are part of a group.

-   Ask other Principals successfully achieving great results. 

-   Have a brain storming session with your 
    Property Management team.
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5. Manage the process

The management of the process is the 
most important piece to the puzzle.

The goal must be to provide accountability, 
support and ensure results. By offering consistent 
Management and Leadership in line with the 
Company Goals and Vision your team will 
generate results.

If your agency is small and you want to get bigger, 
it’s important to think like a bigger office now. Be 
the Company now that you aspire to ultimately 
be. Set up the systems, structure and values that 
you envision you want to be in the future. This will 
reduce the issues you will potentially face by the 
growth of the business.

A common scenario in smaller offices is that there 
is no weekly team meeting. Regardless of your 
size, communication and sharing the vision is 
essential to success. Every week, whether your 
team is large or small, it is vital that you take the 
time necessary to sit down, analyse the past week 
and plan for the week ahead. The weekly team 
meeting is about reporting and accountability and 
is the manager’s opportunity to manage the 
processes in place.

For the purposes of good Time Management, to 
ensure the meeting stays on track and all topics 
are covered it is important to run meetings from 
an clear agenda.

The following is a sample meeting agenda.

_______________________________________________________________________________
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Property Management Meeting Agenda  

(to be completed by each PM) 

Date:   ______________  Name: ____________________________ 

1. Actions from Previous Meeting_____________________________________

2. Property Management Income This Week _____________________________

3. Let Income This Week____________________________________________

4. Rent Arrears____________________________________________________

5. No. of Vacant Properties _________________________________________

6. No. of Properties Let ____________________________________________

7. Advertising Responses ___________________________________________

8. Lease Renewals _________________________________________________

9. Current and Pending Court Issues___________________________________

10. New Managements ______________________________________________

_______________________________________________________________________________
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12. Lost Managements & Why________________________________________

13. Client Surveys – Discuss Results____________________________________

14. Systems & Procedures

15. KPI’s – refer sheet

16. Training _______________________________________________________

17. Achievement of Goals and Budgets __________________________________

_______________________________________________________________________________

11. Prospecting   ___________________________________________________
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One on one	  

Part of our roles as a leader is to recognise team member’s performance, to monitor 
it and help them to get back on track when necessary.

Lack of performance may be from 
several factors however mostly they 
reflect a personal problem or issue/s at 
work.  

Different business owners manage these issues in 
different ways. Some will look to go out of their 
way to assist the team member further 
strengthening the bond and relationship with 
their staff whilst others will insist once you arrive 
at work you leave your problems at the door and 
switch your focus on to your work providing 
clear guides to performance expectation when in 
the workplace. Both work effectively and it 
comes down to your business culture and 
leadership style.  

Either way, there are going to be times when you 
are required to manage, monitor and motivate 
staff. 

The first part of this is to move into having 
weekly one on one meetings where you monitor 
performance and attitude.  
Identify issue/s 
Provide support 
Find solutions 
Monitor actions 
Identify results 
Provide training to improve skills 
Manage the process 

During your meetings ask simple questions to 
identify how you may support the team member 
and the results of actions performed. If the issues 
are personal, look to provide the right support. Are 
they better off taking time away from work or is 
being busy at work a good distraction from the 
issues they are facing.  

The weekly meetings should continue until both 
parties are satisfied that the issues are resolved and 
the team member is back on track, operating to 
the businesses systems and policy and contributing 
to the overall team performance.  

Once you are comfortable that the team member 
is on track, move to monthly meetings for the 
short term to ensure the support required is 
complete.  

_______________________________________________________________________________

Sometimes this may even lead to recognising a 
decision to move on is required, however any 
decision about this should be after effective efforts 
on both parts to ensure all attempts to re-
energise the team members have been exhausted.  
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Systems 

Your systems should run your business.

Most importantly, your systems should run your 
business regardless if the Owner of the business 
or any team member is not available for any 
length of time.  

What would happen in your office if any team 
member was sick or took leave for an extended 
duration of 3 - 6 weeks?  

When that team member returned, was 
everything in order and all work completed 
whilst they were away? 

I meet so many Property Management staff that 
are actually fearful of going on holidays knowing 
the chaos they will return to. For them it’s easier 
just to stay at work and not take holidays but this 
leads to inevitable burnout and is the most 
common reason Property Managers leave their 
existing business of employment.  

You can not purchase your entire office system!

Communicating with the team, asking questions and listening to the 
teams feedback are important for success. 

Responsibility - Targets - Actions - Accountability - Results

_______________________________________________________________________________
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Too many elements of an office system are specific to your 
business to be able to buy a fully operating system structure.

How to create your own Systems Manual.

Creating such a document will take some time and it is for ever 
evolving. Start by having each team member write down what 
they do and a step by step written procedure. It may take 3 
months for them to complete but by then you will have the 
written procedures in place that allows your department to 
function regardless of who is completing the tasks.



_______________________________________________________________________________

Want More Great Ideas to Grow your Rent Roll?

Check out 25 Strategies to Grow Your Rent Roll

Visit REAS.com.au
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