
Your job title: Assistant Team Leader

Where you will work: [Market Center Name]

Who’s the Boss: [Team Leader’s Name]

Who are we?

[Modify the following text to reflect your Market Center’s value proposition] Frequently recognized as the most

innovative and agent-friendly brokerage in the nation, Keller Williams is a gathering place for the industry's best real

estate agents. The Keller Williams [Your Market Center Name] Market Center features a state-of-the-art real estate

training room, majestic office space, and friendly atmosphere that is recognizable the moment you enter. With

industry-leading real estate training, generous commission splits, and an experienced leadership and support staff,

Keller Williams [Your Market Center Name] is a hot spot for agents looking to rapidly build and grow their real estate

careers.

Who are we looking for?

This person is a top producer and has a track record of leadership. They have risen to the top of leadership positions

in every area of their business, career, and personal life. They are dynamic, attractive, and highly impressive. They

are highly assertive, passionate, people-oriented individuals who operate with high urgency.

They have strong communication skills and naturally connect with others. When people who know them describe

them, they point to their energy and passion as their most dominant characteristics.

They are aligned with the Operating Principal’s (OP) vision for the Market Center and assist the Team Leader in

leveraging the tools of the Growth Initiative to achieve set expectations through recruiting and retaining agents.

Their burning desire is to build the dominant real estate company in their market. They have a need to influence

others. They can prove this through demonstrating where they have used influence to recruit agents to Keller

Williams and their previous companies. They possess a strong desire to have a position where they lead and

influence others.

They naturally exhibit the WI4C2TS belief system in their dealings with others. They are natural leaders who embrace

succeeding through others, bottom-up leadership, and building a team. They possess a track record of relationships.

They view learning as the foundation of their action plan.

They have at least 2–3 years of real estate sales experience and are in the top 5 percent of their office. They

understand basic financial reporting (e.g., P&Ls) and how to use these to make the right business decisions.

They have extremely high goals and are looking for a vehicle to achieve those goals.

What will you do?

These are the standards a well-above-average performer will maintain or exceed:

● Act as Team Leader in his/her absence, as required

● Assist in all aspects of Market Center management

Essential duties and responsibilities

● Work with Team Leader to recruit new talent

● Help share the Market Center’s value story

● Work with Team Leader to coach existing associates

● Manage staff to acceptable professionalism and job performance

● Assist or lead sales and business meetings

● Research competition and help develop business prospecting and marketing strategies to

successfully compete in market

Communications/Interactions
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● Staff – To set goals, plans, work on projects and tasks – daily

● Sales Associates – Set goals, plans, train, develop careers – daily

● Team Leader – To coordinate efforts – daily

● Prospective Sales Associates – To join company – weekly

● Buyers/Sellers/Vendors – When problems arise – weekly

● Owner – Set branch goals, plans, monitor progress – monthly

Management Responsibilities

● Staff (Receptionist and MCA)

● Sales associates (50–100 people)

Knowledge/Skills

● Extraordinary people skills

● Leadership, management, team-building skills

● Goal setting, planning, accountability skills

● Problem-solving skills

● Proactive, positive attitude

● Above-average recruiting skills

● Career development and training skills

● Top-producing sales success track record in recent past

● Real estate knowledge, experience, and skill

● Computer and MLS experience

● Track record of success in past jobs/tasks

Compensation

Fill in as appropriate for your Market Center and organizational structure.  Components to consider include base

salary, health insurance, performance-based bonuses, Profit Share, and other employee benefits.

MC: Assistant Team Leader
 

The chart below describes the key talents and personality traits of a person matching the MC: Assistant Team Leader

job at Keller Williams.
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Traits appear in order of importance to the job. Gray bars indicate each trait's target range.

Traits without a gray bar are not predictive.

Highest Impact Traits

Logical Problem Solving: The target for this trait is medium high. People in this range have a good ability to solve

complex problems logically. They are able to pull difficult issues apart to deal with the components one by one. They

like being able to think through a problem or solution in order to present it carefully and logically to others.

Responsiveness: The target for this trait is medium high. People in this range are responsive and quick in their

reactions. They are naturally fast-moving and action-oriented, and they tend to operate with a sense of urgency. They

tend to be dissatisfied with slow-moving environments.

Vocabulary: The target for this trait is high. People in this range learn easily and quickly from their environments.

They pick up new information readily and learn rapidly when circumstances change. They typically make use of a

wide range of acquired experience and knowledge in making decisions, deciding on a course of action, or adjusting

to a changed environment.

Medium Impact Traits

Rapid Problem Solving: The target for this trait is medium high. People in this range can solve problems in rapid

succession using a quick, intuitive approach. They like to have new issues to deal with every day. They can typically

handle smaller issues quickly and move on to the next one without pausing.

Assertiveness: The target for this trait is medium. People in this range are moderately assertive and self-confident

individuals who enjoy taking initiative and making things happen. They will take action in a controlled and purposeful

way.
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Sociability: The target for this trait is medium high. People in this range display a good level of natural sociability.

Characteristically, they take a genuine interest in other people and in meeting their legitimate needs. They have good

capacity for communicating effectively and for keeping people informed.

Lowest Impact Traits

Structure: The target for this trait is medium. People in this range are most productive in jobs that provide a

moderate level of structure. However, they are not dependent on step-by-step direction and prefer to have some

latitude and flexibility in developing work strategies.

Intensity: The target for this trait is medium high. People in this range like to deal directly and energetically with

obstacles at work. They feel a strong emotional drive to overcome difficulties and develop solutions when problems

arise.

Adaptability: The target for this trait is medium. People in this range are concerned about doing what is correct

according to accepted standards. They will typically be fair and consistent, but they will not compromise on important

issues.

Optimism: The target for this trait is medium. People in this range are generally friendly and have a positive attitude

toward others. They tend to take people and situations at face value unless there is some reason to be skeptical.

Spatial Visualization: The target for this trait is high. People in this range have a very strong ability to

think in three or more dimensions. This helps them deal easily with structural or spatial tasks. This ability is

strongly related to solving scientific, mathematical, design, and engineering problems. It also helps them

deal with some kinds of abstractions, such as systems and complicated environments with many variables

in constant flux.
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