


http://www.Dummies.com
http://www.Dummies.com
http://www.Dummies.com
http://www.dummies.com/cheatsheet/successasrealestateagent


Success as a  
Real Estate Agent

2nd Edition





by Dirk Zeller

Success as a  
Real Estate Agent

2nd Edition



Success as a Real Estate Agent For Dummies®, 2nd Edition
Published by: John Wiley & Sons, Inc., 111 River Street, Hoboken, NJ 07030-5774, www.wiley.com
Copyright © 2014 by John Wiley & Sons, Inc., Hoboken, New Jersey
Published simultaneously in Canada
No part of this publication may be reproduced, stored in a retrieval system or transmitted in any form or 
by any means, electronic, mechanical, photocopying, recording, scanning or otherwise, except as permit-
ted under Sections 107 or 108 of the 1976 United States Copyright Act, without the prior written permis-
sion of the Publisher. Requests to the Publisher for permission should be addressed to the Permissions 
Department, John Wiley & Sons, Inc., 111 River Street, Hoboken, NJ 07030, (201) 748-6011, fax (201) 748-
6008, or online at http://www.wiley.com/go/permissions.
Trademarks: Wiley, For Dummies, the Dummies Man logo, Dummies.com, Making Everything Easier, and 
related trade dress are trademarks or registered trademarks of John Wiley & Sons, Inc., and may not be 
used without written permission. All other trademarks are the property of their respective owners. John 
Wiley & Sons, Inc., is not associated with any product or vendor mentioned in this book.

LIMIT OF LIABILITY/DISCLAIMER OF WARRANTY: WHILE THE PUBLISHER AND AUTHOR HAVE USED THEIR BEST 
EFFORTS IN PREPARING THIS BOOK, THEY MAKE NO REPRESENTATIONS OR WARRANTIES WITH RESPECT TO THE 
ACCURACY OR COMPLETENESS OF THE CONTENTS OF THIS BOOK AND SPECIFICALLY DISCLAIM ANY IMPLIED 
WARRANTIES OF MERCHANTABILITY OR FITNESS FOR A PARTICULAR PURPOSE.  NO WARRANTY MAY BE CRE-
ATED OR EXTENDED BY SALES REPRESENTATIVES OR WRITTEN SALES MATERIALS. THE ADVICE AND STRATEGIES 
CONTAINED HEREIN MAY NOT BE SUITABLE FOR YOUR SITUATION. YOU SHOULD CONSULT WITH A PROFES-
SIONAL WHERE APPROPRIATE. NEITHER THE PUBLISHER NOR THE AUTHOR SHALL BE LIABLE FOR DAMAGES 
ARISING HEREFROM.

For general information on our other products and services, please contact our Customer Care 
Department within the U.S. at 877-762-2974, outside the U.S. at 317-572-3993, or fax 317-572-4002. For tech-
nical support, please visit www.wiley.com/techsupport.
Wiley publishes in a variety of print and electronic formats and by print-on-demand. Some material 
included with standard print versions of this book may not be included in e-books or in print-on-demand. 
If this book refers to media such as a CD or DVD that is not included in the version you purchased, you 
may download this material at http://booksupport.wiley.com. For more information about Wiley 
products, visit www.wiley.com.
Library of Congress Control Number: 2013948030
ISBN 978-1-118-72155-1 (pbk); ISBN 978-1-118-72153-7 (ebk); ISBN 978-1-118-72154-4 (ebk);  
ISBN 978-1-118-72182-7 (ebk)
Manufactured in the United States of America
10   9   8   7   6   5   4   3   2   1

http://www.wiley.com
http://www.wiley.com/go/permissions
http://www.wiley.com/techsupport
http://booksupport.wiley.com
http://www.wiley.com


Contents at a Glance
Introduction ................................................................ 1

Part I: Acquiring the Keys to Real Estate Success .......... 5
Chapter 1: Discovering the Skills of a Successful Agent ............................................... 7
Chapter 2: Selecting the Right Company ...................................................................... 21
Chapter 3: Becoming a Marketplace Expert ................................................................. 45

Part II: Generating Leads for Buyers and Sellers .......... 59
Chapter 4: Prospecting Your Way to Listings and Sales ............................................. 61
Chapter 5: Using Facebook and Blogs to Create an Online Presence ....................... 79
Chapter 6: The ABCs of IDX ............................................................................................ 89
Chapter 7: Generating Referrals ..................................................................................... 99
Chapter 8: Traditional Lead Targets That Work: Expired and FSBO Listings ........ 119
Chapter 9: Using an Open House As a Prospecting Tool .......................................... 141

Part III: Developing a Winning Sales Strategy ........... 159
Chapter 10: Conducting a Quality Listing Presentation ............................................ 161
Chapter 11: Getting the House Ready for Showing ................................................... 187
Chapter 12: Marketing Yourself and Your Properties .............................................. 205
Chapter 13: Negotiating the Contract and Closing the Deal ..................................... 233

Part IV: Running a Successful Real Estate Business ... 251
Chapter 14: Staking Your Competitive Position......................................................... 253
Chapter 15: Keeping Clients for Life ............................................................................ 271
Chapter 16: Maximizing Your Time ............................................................................. 297

Part V: The Part of Tens ........................................... 323
Chapter 17: Ten Must-Haves for a Successful Real Estate Agent............................. 325
Chapter 18: Ten Bulletproof Tips for Listing Presentations .................................... 331
Chapter 19: Ten Tips for Navigating Short Sales ....................................................... 337

Index ...................................................................... 343





Table of Contents
Introduction ................................................................. 1

About This Book .............................................................................................. 1
Foolish Assumptions ....................................................................................... 3
Icons Used in This Book ................................................................................. 3
Beyond the Book ............................................................................................. 4
Where to Go from Here ................................................................................... 4

Part I: Acquiring the Keys to Real Estate Success ........... 5

Chapter 1: Discovering the Skills of a Successful Agent  .  .  .  .  .  .  .  .  .  .  .  .7
Having a Monetary Target .............................................................................. 9
Acting and Working Like a Top-Producing Agent ........................................ 9

Serving as a fiduciary representative ................................................ 10
Guiding financial decisions ................................................................. 12
Avoiding the role of Designated Door Opener ................................. 12

Winning Customers and Clients .................................................................. 13
Understanding the importance of lead generation  

to your business ............................................................................... 14
Developing sales ability to win customers ....................................... 15
Knowing that the market doesn’t dictate success .......................... 17

Becoming a Listing Agent ............................................................................. 17
Choosing a Pathway to Success .................................................................. 19

Chapter 2: Selecting the Right Company  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .21
Noting the Evolution of Real Estate Offices ................................................ 21
Factoring All Your Options ........................................................................... 22

Choosing residential or commercial ................................................. 23
Enthusiasm, coffee, and doughnuts: Figuring out  

what makes a good office ................................................................ 24
Considering the rules you’ll be playing by ....................................... 26
What really matters? Looking at size, online presence,  

and market share ............................................................................. 29
Prioritizing your values and expectations ........................................ 30

Narrowing Your Agency Short List .............................................................. 31
Do your homework .............................................................................. 31
Ask 12 key questions ........................................................................... 34
Left-side/right-side your research ..................................................... 37
Pick a winner ........................................................................................ 38

Forging a Good Start ..................................................................................... 38
Building a relationship with your manager ...................................... 38
Forming partnerships .......................................................................... 41



Success as a Real Estate Agent For Dummies, 2nd Edition viii
Chapter 3: Becoming a Marketplace Expert  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .45

Knowing the Three Truths That Rule Every Real Estate Market ............. 46
Acquiring Knowledge about Your Marketplace ......................................... 47

Collecting marketplace information .................................................. 48
Analyzing the facts and figures .......................................................... 50
Compiling a marketplace analysis ..................................................... 53
Projecting trends on the horizon ....................................................... 55

Putting Your Findings to Work .................................................................... 56

Part II: Generating Leads for Buyers and Sellers ........... 59

Chapter 4: Prospecting Your Way to Listings and Sales .  .  .  .  .  .  .  .  .  .  .  .61
Knowing Why to Prospect ............................................................................ 62

Prospecting for sellers ........................................................................ 62
Prospecting for buyers ........................................................................ 63

Understanding the Four Pillars of Prospecting ......................................... 64
1. Set a daily time and place for prospecting ................................... 64
2. Fight off distractions ....................................................................... 65
3. Follow the plan ................................................................................. 66
4. Be faithful to yourself and finish what you start ......................... 67

Putting Prospecting to Work ........................................................................ 67
Targeting prospects ............................................................................ 67
Setting and achieving prospecting goals .......................................... 68
Leveraging your success through technology ................................. 71
Shattering the myths ........................................................................... 71

Finding Safety and Success in Numbers ..................................................... 74
The law of accumulation ..................................................................... 74
The power of consistency................................................................... 75
The never-ending prospecting cycle ................................................. 75
The importance of tracking results ................................................... 76
The challenge of managing contacts ................................................. 76

Staying in Touch ............................................................................................ 78

Chapter 5: Using Facebook and Blogs  
to Create an Online Presence  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .79

Personal or Business? Using Facebook Effectively ................................... 80
Using your personal page to create business .................................. 80
Creating your business page .............................................................. 83
Getting people to share your posts, business or personal ............ 85

Understanding the Basics of Blogging for Real Estate .............................. 86
Creating the look and feel of a professional blog ............................ 86
Setting up your writing and posting schedule ................................. 87
Positioning yourself as the marketplace expert .............................. 87



ix Table of Contents

Chapter 6: The ABCs of IDX  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .89
Making the Most of Your IDX System .......................................................... 89
Combining Your IDX with Other Strategies ................................................ 90

Working with pay-per-click campaigns ............................................. 91
Using Craigslist for lead generation .................................................. 92
Using enhanced lead-generation systems ........................................ 93
Building stealth sites ........................................................................... 94

Knowing the Psychology of an IDX Lead .................................................... 94
Be first in line........................................................................................ 95
Don’t set it and forget it ...................................................................... 96
Show and tell ........................................................................................ 97
Ask them to engage ............................................................................. 97

Chapter 7: Generating Referrals  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .99
Knowing the Referral Truths and Consequences ...................................... 99
Building a Referral-Based Clientele ........................................................... 100

Defining referrals ............................................................................... 101
Finding sources of referrals .............................................................. 101
Constructing a referral database ..................................................... 104
Following the three golden rules for cultivating referrals ............ 104

Developing Your Referral Strategy ............................................................ 109
Defining the type of referrals you seek ........................................... 110
Setting your goal ................................................................................ 111
Approaching your referral sources ................................................. 111
Asking the right questions at the right time................................... 114
Handling the referrals you receive .................................................. 115

Developing Referral Relationships ............................................................ 116
Making first-time contact .................................................................. 116
Converting referrals into clients or referral sources .................... 117

Chapter 8: Traditional Lead Targets That Work:  
Expired and FSBO Listings  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .119

Three Reasons to Work Expired and FSBO Listings ............................... 120
The ABCs of Expired Listings ..................................................................... 121

Treating expired listings as high-probability leads ....................... 122
Engaging an expired listing ............................................................... 122
Qualifying expired listings ................................................................ 126
Calling the seller: What to say and how to say it ........................... 127
Using technology to gauge your expired efforts ............................ 130

The For-Sale-by-Owner World .................................................................... 131
Understanding why to pursue FSBO listings .................................. 131
Using technology to find FSBO listings ........................................... 132
Converting FSBO listings: The successful agent’s approach ....... 133
Playing the game of lead follow-up .................................................. 137



Success as a Real Estate Agent For Dummies, 2nd Edition x
Chapter 9: Using an Open House As a Prospecting Tool  .  .  .  .  .  .  .  .  .  .141

Understanding Why to Host an Open House ........................................... 142
A chance to meet potential clients face to face ............................. 143
A means of catering to the do-it-yourselfer’s home-buying needs..... 143
A high-touch opportunity in a high-tech world ............................. 144

Setting Your Prospecting Objectives ........................................................ 145
Planning Your Open Houses to Gain Maximum Exposure ..................... 146

Featuring a high-appeal home .......................................................... 146
Looking good: Leveraging the power of curb appeal .................... 147
Inviting the neighbors ....................................................................... 148
Showing the way: Leading prospects to the open house ............. 149

Being the Host with the Most: Effectively Managing  
the Open House ........................................................................................ 150

Doing your homework before prospects arrive............................. 152
Wallflower or social butterfly: Meeting and greeting  

during the open house .................................................................. 154
Securing the deal by following up after the open house .............. 156

Part III: Developing a Winning Sales Strategy ............ 159

Chapter 10: Conducting a Quality Listing Presentation .  .  .  .  .  .  .  .  .  .  .  .161
Qualifying Your Prospects ......................................................................... 162

Using questions to gather information ........................................... 162
Knowing why and how to question listing prospects ................... 163
Deciding on a one-step or two-step listing presentation .............. 166
Checking your prospect’s “DNA” ..................................................... 167

Presenting to Qualified Prospects ............................................................. 169
Knowing the purpose of your presentation ................................... 170
Making a quality presentation  ......................................................... 171
Making your presentation useful and interesting .......................... 177
Keeping it short and sweet ............................................................... 178
Following four steps to a great delivery ......................................... 179
Staying in control ............................................................................... 181

Dealing with Sales Objections .................................................................... 183
Delaying objections ........................................................................... 183
Handling objections in four easy steps ........................................... 183

Asking for the Order .................................................................................... 185
Bringing the Presentation to a Natural Conclusion ................................ 186

Chapter 11: Getting the House Ready for Showing  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .187
Getting the Home Ready for Virtual Tours First ...................................... 187

Presenting the right image online .................................................... 188
Unlocking secrets to perfect property pics .................................... 189



xi Table of Contents

Counseling Clients on Home Improvements ............................................ 190
Improvements that contribute to the sale price............................ 190
Improvements to skip ....................................................................... 192

Passing the Curb Appeal Test .................................................................... 193
Landscaping........................................................................................ 194
Exterior paint condition and color .................................................. 195

Prepping the Interior of the Home ............................................................ 196
Staging a home ................................................................................... 197
Making a clean-up checklist.............................................................. 200

Making a Great First Impression: Final Ways ........................................... 202
Enhancing the first glance ................................................................ 202
Helping the buyer “move in” ............................................................ 203

Chapter 12: Marketing Yourself and Your Properties  .  .  .  .  .  .  .  .  .  .  .  .  .205
Shifting from Print to Online ...................................................................... 206

Setting up a monitoring system ....................................................... 206
Focusing your marketing dollars online ......................................... 207

Choosing Internet Strategies that Work ................................................... 208
Company websites ............................................................................. 208
Property information websites ........................................................ 209
Lead-generation websites ................................................................. 210

The Art of Persuasion: Getting Prospects to Buy Into You .................... 210
Get the customer to interact ............................................................ 211
Expand your reach in cyberspace ................................................... 212

Using Technology to Market Yourself and Your Properties .................. 213
Call capture . . . still effective ........................................................... 213
Text-back strategies .......................................................................... 215

Targeting Your Marketing Message .......................................................... 216
Defining your target audience .......................................................... 217
Positioning your offering .................................................................. 218

Creating and Placing High-Impact Ads  ..................................................... 221
Emphasizing benefits versus features ............................................. 221
Staying legal ........................................................................................ 221
Choosing the right media outlets .................................................... 222
Converting ad interest to action ...................................................... 223

Promoting Properties by Using Flyers ...................................................... 224
Outside-the-home flyers .................................................................... 224
Creating inside-the-home flyers ....................................................... 225
Using software to simplify the process ........................................... 226

Enhancing Exposure via Virtual Tours ..................................................... 226
Producing a virtual tour .................................................................... 227
Leading prospects to your virtual tour ........................................... 228

Putting Pictures to Work for Your Listing ................................................ 229
Choosing your camera ...................................................................... 229
Taking digital photos ......................................................................... 230



Success as a Real Estate Agent For Dummies, 2nd Edition xii
Chapter 13: Negotiating the Contract and Closing the Deal .  .  .  .  .  .  .  .233

Preparing for the Task Ahead .................................................................... 234
The right tone ..................................................................................... 235
Keys to representing a seller ............................................................ 235
Keys to representing a buyer ........................................................... 237
Advice for partnering with the other agent .................................... 239

Advancing or Accepting an Offer ............................................................... 240
Presenting a buyer’s low offer.......................................................... 241
Receiving a buyer’s low offer ........................................................... 242
Taking the insult out of an insulting offer ....................................... 243
Getting beyond emotion ................................................................... 244
Turning concessions into victories ................................................. 244
Dealing with I win/you lose clients .................................................. 245

Closing the Deal ........................................................................................... 246
Forming a closing team and working with the players ................. 246
Avoiding derailment .......................................................................... 248

Part IV: Running a Successful Real Estate Business .... 251

Chapter 14: Staking Your Competitive Position  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .253
Defining Competitive Positioning .............................................................. 253
Calculating and Analyzing Real Estate’s Big Three Statistics ................ 255

Average list price to sale price......................................................... 255
Average days on the market ............................................................. 257
Average listings taken versus listings sold ..................................... 259

Interpreting the Findings ............................................................................ 262
Finding your edge .............................................................................. 262
Positioning yourself against other agents ...................................... 263
Using market-area statistics to set your goals ............................... 265

Increasing Your Slice of the Market .......................................................... 266
How to define market share ............................................................. 266
How to calculate market share ........................................................ 266
How to increase market penetration ............................................... 266
How to achieve market dominance  ................................................ 268

Conveying Your Competitive Advantage in Prospect Presentations ... 269

Chapter 15: Keeping Clients for Life  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .271
Achieving Relationship Excellence ........................................................... 272

Defining your service standards ...................................................... 273
Promising, then flawlessly delivering .............................................. 275
Viewing the closing as a starting point, not a finish line .............. 276

Creating After-the-Sale Service .................................................................. 278
Laying the groundwork during the transaction period ................ 279
Setting a service agenda for the first 30 to 45 days  

after the sale ................................................................................... 280



xiii Table of Contents

Establishing an ongoing communication strategy ........................ 283
Customizing your messages ............................................................. 289

Establishing Awesome Service .................................................................. 291
Developing a service plan ................................................................. 293
Extending extra touches that create gold....................................... 296

Chapter 16: Maximizing Your Time  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .297
Spending Less Time to Accomplish More ................................................ 297
Applying Pareto’s Principle: The 80:20 Rule ............................................ 299

Making time for the things that impact your success ................... 300
Weighting your time to what matters ............................................. 302
Keeping PSA time in check ............................................................... 303

Managing Your Day ..................................................................................... 304
Knowing the power of the 11 a.m. rule ........................................... 305
Tracking your time ............................................................................ 305
Dealing with time-consuming fires .................................................. 307

Time Blocking Your Way to Success ......................................................... 307
Setting your schedule in time blocks .............................................. 308
Avoiding time-blocking mistakes ..................................................... 311

Killing the Time Killer Called Procrastination ......................................... 313
Moving forward with a clear vision ................................................. 314
Knowing your objectives .................................................................. 315
Setting your priorities ....................................................................... 315
Giving yourself deadlines and rewards ........................................... 317

Carpe Diem: Seizing Your Day ................................................................... 318
Stop wasting time............................................................................... 318
Stop letting others waste your time ................................................ 319
Manage interruptions ........................................................................ 319
Handle intrusive clients .................................................................... 320
Keep phone calls short ..................................................................... 321
Use your car to gain efficiency and career advancement............. 322

Part V: The Part of Tens ............................................ 323

Chapter 17: Ten Must-Haves for a Successful Real Estate Agent .  .  .325
Good Contact Management System .......................................................... 325
Tablet Computer .......................................................................................... 326
DocuSign or Dotloop Software ................................................................... 326
Facebook Business Page ............................................................................. 327
Personal Website ......................................................................................... 327
BombBomb ................................................................................................... 328
Professional Stationery ............................................................................... 329
A Phone Headset .......................................................................................... 329
A Numbers-Based Business Plan ............................................................... 329
Sales Scripts ................................................................................................. 330



Success as a Real Estate Agent For Dummies, 2nd Edition xiv
Chapter 18: Ten Bulletproof Tips for Listing Presentations  .  .  .  .  .  .  .  .331

Winning the Seller with Preparation ......................................................... 331
Knowing Your Competition ........................................................................ 332
Knowing Your Strategy and Not Deviating ............................................... 332
Forgetting about a “Be Back” Listing ........................................................ 333
Using Technology to Impress a Prospect ................................................. 333
Understanding and Conveying Your Benefits Clearly ............................. 334
Inserting Trial Closes Strategically ............................................................ 334
Talking about Value Rather than Price ..................................................... 334
Not Being Afraid to Walk Away .................................................................. 335
Clarifying Service and Next Steps .............................................................. 336

Chapter 19: Ten Tips for Navigating Short Sales  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .337
Ensuring the Seller Is Cooperative and Committed ................................ 337
Finding Out Whether the Seller Has a Legitimate Hardship  ................. 338
Selecting the Right Buyer ........................................................................... 339
Making Sure the Buyer Is Lender Approved ............................................ 339
Pricing the Property Correctly .................................................................. 340
Doing an Outstanding Job .......................................................................... 340
Finding Out Exactly What the Lender Needs ........................................... 341
Following Up Tenaciously .......................................................................... 341
Being Knowledgeable about the Seller’s Liability after the Sale ........... 341
Staying in Touch after the Short Sale Is Complete .................................. 342

Index ....................................................................... 343



Introduction

W 
elcome! You’re about to move into the league of the most successful 
real estate agents.

Real estate sales is the greatest business in the world. In my more than  
25 years as a business owner and entrepreneur, I’ve yet to find a business 
equal to real estate sales when it comes to income potential versus capital 
investment. In any marketplace, a real estate agent has the opportunity to 
create hundreds of thousands of dollars in income. (I coach many agents 
and teams who earn more than $3 million per year.) An agent’s income is 
especially significant when viewed against the capital investment required by 
the business. Most agents need as little as $2,000 to start up their practices. 
Compare that to any other business and you’ll find that most involve sizeable 
investments and burdensome loans to buy equipment, lease space, create 
marketing pieces, develop business strategies, and hire employees — all to 
achieve what is usually a smaller net profit than what a real estate agent can 
achieve in the first few years. It’s almost too good to be true!

Because of technological advances, including the Internet and social media, 
a new agent can create the appearance of success, marketplace stature, and 
marketing experience, far beyond the early stages of a real estate career. 
This gives new agents better odds at carving out a career for themselves. 
The timing of your decision to enter the field of real estate or advance your 
career could not be better. The industry has just come out of a significant 
market correction, and the number of real estate agents has been reduced 
by close to 40 percent. We’re now reentering a growth phase in real estate 
where home values are increasing and the number of homes sold is starting 
to climb again.

Real estate sales paved the way for me to become a millionaire at a very 
young age. It has provided a solid income, many investment opportunities, 
an exciting lifestyle, and a platform from which I’ve been able to help many 
others achieve their own goals and dreams in life.

About This Book
This book is about becoming a successful real estate agent, for sure. It’s also 
about acquiring sales skills, marketing skills, time-management skills, people 
skills, technology skills, and business skills. It’s about gaining more respect, 
achieving more recognition, making more money, and closing more sales. It’s 
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a guide that helps you achieve the goals and dreams you have for yourself 
and your family.

I’m delighted to share with you the keys I’ve found for real estate success and 
to help you avoid the mistakes I’ve made along the way. (I’m a firm believer 
in the idea that we often benefit more from failures than from successes, but 
that doesn’t mean you have to repeat my failures.)

The techniques, skills, and strategies I present throughout this book are the 
same ones I’ve used and tested to perfection personally and with thousands 
of coaching clients and hundreds of thousands of training program participants. 
Although technology has had an expanding influence on the real estate 
market in the past decade, the foundational skills of sales, time management, 
marketing, and people skills have not changed as much. This is not a book of 
theory but of “real stuff” that works and is laid out in a hands-on, step-by-step 
format. You can also find time-tested scripts in most sales-oriented chapters. 
The scripts are designed to move prospects and clients to do more business 
with you. (If you’re a junior member of the grammar police, you may find that 
some don’t perfectly align with your expectation of the English language. The 
objective of sales scripts, though, is not perfect sentence structure but rather 
maximum persuasion of the prospect or client.)

If you apply the information contained in this book with the right attitude, 
and if you’re consistent in your practices and in your success expectations, 
your success in real estate sales is guaranteed.

Throughout this book I incorporate a number of style conventions, most 
aimed at keeping the book easy to read and a few aimed at keeping it legally 
accurate:

 ✓ Throughout this book, I use the term real estate agent rather than Realtor 
unless I’m talking specifically about members of the National Association 
of Realtors (NAR). Realtor is a registered trademark owned by the NAR, 
which requires that the term appear either in all capital letters or with 
an initial capital R. For your information, all Realtors are real estate 
agents, but only those real estate agents who are members of and  
subscribe to the association’s strict code of ethics are Realtors.

 ✓ The word agency describes the relationship that a real estate agent has 
with members of the public, or as they’re sometimes called, clients. 
When clients list a home for sale, they enter a contractual relationship 
with the agent who will represent their interests. That agreement is 
called an agency relationship. Every state and province has a unique set 
of laws stipulating how consumers and real estate agents work in an 
agency relationship. These agency laws have been reworked and  
clarified over the past decade. Throughout this book, when I refer to 
agency agreements, I’m describing the real estate agent’s relationship 
with buyers or sellers, depending upon whether the agent is the listing 
agent or the selling agent.
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 ✓ Bulleted and numbered lists present important information in a  
quick-skim format. Watch for lists marked by numbers or check marks. 
They contain essential facts to remember, steps to take, or advice to 
follow.

 ✓ Whenever I introduce a new term, I italicize it and follow it up with a 
brief definition.

Foolish Assumptions
As I compressed a career’s worth of real estate experience and coaching 
advice into these pages, I had to make the following assumptions about you, 
the reader:

 ✓ You’re already a licensed real estate agent. If you haven’t yet taken the 
real estate license exam, consider the book Real Estate License Exams 
For Dummies, 2nd Edition, by John A. Yoegel (Wiley).

 ✓ You’re looking to rev up your real estate business, whether you’re just 
starting out or have been in the business for a while. Some of you may 
be deciding which real estate company to join. Others have already 
launched careers and hung licenses with good companies and are now 
looking for advice on how to climb the success curve faster and higher. 
Still others are interested in refining specific skills, such as prospecting, 
selling, running their businesses more efficiently, or building customer 
loyalty.

Icons Used in This Book
This wouldn’t be a For Dummies book without the handy symbols that sit in 
the outer margin to alert you to valuable information and advice. Watch for 
these icons:

 Why reinvent the wheel? Whenever I present a true story or a lesson that I’ve 
learned from firsthand experience, this icon flags the paragraph so you can 
benefit from the recollection.

 When you see this icon, highlight the accompanying information. Jot it down, 
etch it in your memory, and consider it essential to your success.
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 The bull’s-eye marks on-target advice and tried-and-true approaches that save 
time, money, and trouble as you achieve real estate success.

 When there’s a danger to avoid or just a bad idea to steer clear of, this icon 
sits in the margin issuing a warning sign.

Beyond the Book
In addition to the material in the print or e-book you’re reading right now, 
this product also comes with some access-anywhere goodies on the web. 
Check out the free Cheat Sheet at www.dummies.com/cheatsheet/ 
successasarealestateagent. In addition, take note of the extra online 
articles, which you can find out how to access on each of the Parts Pages. 
These articles give you extra insight into the real estate world.

Where to Go from Here
The beauty of this book is that you can start wherever makes the most sense 
for you.

If you’re a newcomer to the field of real estate sales, I suggest that you start 
with Part I, in which I consolidate all the start-up information that you’re 
likely to be looking for.

If you’ve been in the trenches for a while and simply aren’t having as much 
success as you’d like, start with Chapter 3 or 4 and go from there.

If you’re pressed for time, facing a crucial issue, or grappling with a particular 
problem or question, turn to the table of contents or index to find exactly the 
advice you’re seeking.

Wherever you start, get out a pad of yellow sticky notes, a highlighter pen, or 
your note-taking app and get ready to make this book — and all the information  
it contains — your own key to success. I send you off with my very best 
wishes!
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Part I
Acquiring the Keys to  

Real Estate Success

 Visit www.dummies.com for great For Dummies content online.

http://www.dummies.com


In this part . . .
 ✓ I provide an overview of the skills you need to swing the odds 

for success your way. Find out the basic fundamentals that 
place agents on the right path to reach their target.

 ✓ I guide you through the process of evaluating, choosing, and 
joining a real estate company.

 ✓ I show you how to act and work like a top-producing agent to 
make your goals a reality.

 ✓ I help you research and understand the marketplace in which 
you’re working.



Chapter 1

Discovering the Skills of a 
Successful Agent

In This Chapter
▶ Defining financial success
▶ Understanding the role and importance of a professional real estate agent
▶ Knowing the importance of lead-generation and sales skills
▶ Building your success as a listing agent
▶ Choosing the right path to real estate success

E 
ach agent defines success slightly differently. Some agents set their 
goals in dollars, some are attracted to the opportunity to be their own 

bosses and build their own businesses, and some want the personal control 
and freedom that a real estate career allows. Achieving success, however, 
requires the same basic fundamentals regardless of what motivates your 
move into real estate. Agents who build successful businesses share four 
common attributes:

 ✓ They’re consistent. They perform success-producing activities day in 
and day out. Instead of working in spurts — making 50 prospecting calls 
in two days and then walking away from the phone for two weeks — 
they proceed methodically and steadily, day after day, to achieve their 
goals. And, instead of slamming their Facebook friends with a barrage 
of posts over a two-week span, they consistently post, engage, respond, 
and add value multiple times a week.

 ✓ They believe in the law of accumulation. The law of accumulation is 
the principle that says with constant effort everything in life, whether 
positive or negative, compounds itself over time. No agent becomes an 
overnight success, but with consistency, success-oriented activities 
accumulate momentum and power and lead to success every time.
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 ✓ They’re life-long learners. The most successful agents never quit 
improving. Their passion for improvement is acute, and they commit the 
time, resources, and energy it takes to constantly enhance their skills 
and performance. You’re reading this book because you have a desire to 
be better, but that quest can’t stop with this book. It must continue with 
additional reading, watching, listening, and attending events to improve 
your skills, strategies, and systems.

 ✓ They’re self-disciplined. They have the ability to motivate themselves 
to do the activities that must be done. Successful agents show up daily 
and put in a full day of work on highly productive actions such as  
prospecting and lead follow-up. They make themselves do things they 
don’t want to do so they can have things in life that they truly want. 
Personal discipline is a fundamental building block for success. One of 
the greatest things about being a real estate agent is being an independent 
contractor. You’re the master of your domain. You’re the only one who 
can “require” you to show up to work. That also has a downside if you 
can’t force or discipline yourself to do the harder success-producing 
actions.

You’re already on the road to real estate success, demonstrated by the fact 
that you picked up this book to discover what it takes to become a great 
agent. This first chapter sets you on your way to success by providing an 
overview of the key skills that successful real estate agents pursue and  
possess.

My own inauspicious beginning
As an original dummy in real estate sales, I’m 
the perfect author for this book. On my very 
first listing presentation, I went to the wrong 
house. Can you imagine arriving at the wrong 
address for your first presentation? The worst 
part is that the man who answered the door let 
me in. To this day, I’m not sure why he let me in 
and let me begin my listing presentation. I was 
nearly halfway through my presentation before 
I figured out the mistake! He just sat quietly 
listening to me talk about listing his home. 
He actually did have an interest in selling his 
home in the near future, so he just listened. I 
finally realized I was in the wrong house when 
I glanced over and saw the address on a piece 

of mail on the table. I had transposed a number 
on the address, which put me in the wrong 
house. All the while, the real seller was waiting 
for me down the street. The good news was 
that I successfully listed the man’s home a few 
months later.

In the end, it really doesn’t matter where you 
start in your career or what mistakes you make 
in the early stages. Everyone makes mistakes 
in new endeavors. What matters most is having 
a plan or process that keeps you moving down 
the track toward your goals. Most people would 
have quit with such a rocky start as mine. 
However, the sure way to lose is to quit. The 
only way you win is to keep going.
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Having a Monetary Target
One of the first steps toward success is knowing what you want out of your 
real estate career. However, “financial independence” is not a specific enough 
answer.

I’ve been in real estate, either working in direct sales or teaching, speaking, 
training, writing, or coaching people, for nearly 25 years. I’ve spoken to sales 
audiences on five different continents. I’ve met hundreds of thousands of 
agents, and nearly every one started selling real estate with the same goal of 
financial independence. Countless times I’ve asked the question, “Tell me, 
how do you define financial independence?” What I usually hear in response 
is some variation of “So I don’t have to worry about money anymore.”

 The key to eliminating money worries is establishing a financial goal — an 
actual number — that you need to accumulate in order to achieve the quality 
of life you want to enjoy. Financial independence boils down to a number. (It 
can be a gross number, net income, created annually or monthly from your 
asset base.) Set that number in your mind and then launch your career with 
the intention to achieve your goal by a specific date.

By having your financial goal in mind, you find clarity and can see past the 
hard work that lies ahead of you. When you have to endure the rejection, 
competition, disloyal customers, and challenges that are inevitable along the 
way, your knowledge about the wealth you’re working to achieve helps you 
weather the storms of the business.

Acting and Working Like a  
Top-Producing Agent

Real estate agents join doctors, dentists, attorneys, accountants, and financial 
planners in the ranks of licensed professionals who provide guidance and 
counsel to clients. The big difference is that most real estate agents don’t 
view themselves as top-level professionals. Many agents, along with a good 
portion of the public, perceive themselves as real estate tour guides, as home 
inventory access providers, or even as mere cogs in the wheel of the property 
sale transaction. The best agents, however, know and act differently.

The Internet and the open access to real estate information have accentuated  
the view that agents are simply home access providers. Consumers in the 
real estate market are able to find so much information online that they 
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often view themselves as the experts and agents as simply the key masters. 
I’m not advocating a return to the dark ages of MLS books the size of a local 
telephone book with property information printed biweekly. That is certainly 
a bygone era. But, to succeed in these technological times, we must expand 
our offerings and showcase that our services go well beyond basic real estate 
information and access into homes.

 Real estate agents are fiduciary representatives and financial advisors — not 
people paid to unlock front doors of houses for prospective buyers. A fiduciary 
is someone who is hired to represent the interests of another. A fiduciary 
owes another person a special relationship of honesty, commitment,  
exclusivity in representation, ethical treatment, and protection. Build your 
real estate business with a strong belief in the service and benefits you provide 
your clients, and you’ll provide a vital professional service while being  
recognized as the valuable professional you are.

Serving as a fiduciary representative
Real estate agents represent the interests of their clients. As an agent, you’re 
bound by honor, ethics, and duty to work on your client’s behalf to achieve 
the defined and desired results. This involves the following functions:

 ✓ Defining the client’s objective: To serve as a good fiduciary  
representative, you need to start with a clear understanding of the 
objectives your client is aiming to achieve through the sale or purchase 
of property. Too many agents get into trouble by starting out with  
uncertainty about the interests of the people they’re representing. To 
avoid this pitfall, turn to Chapter 10 for advice and a questionnaire you 
can use when interviewing and qualifying prospects.

 ✓ Delivering counsel: In the same way that attorneys counsel clients on 
the most effective way to proceed legally, it’s your job to offer similarly 
frank counsel so that your clients reach the real estate outcomes they 
seek.

  An attorney may encourage a client to proceed with a lawsuit when  
the client has a high probability of winning, or she may recommend  
an out-of-court settlement when odds point toward a court loss that 
could leave the client with nothing but legal bills to pay. Likewise,  
you need to be able to steer your clients toward good decisions  
regarding the value of their homes, the pricing strategies they adopt,  
the marketing approaches they follow, and the way their contract is 
negotiated in order to maximize their financial advantage. The chapters 
in Part III of this book help you develop the knowledge you need in these 
areas.
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 ✓ Diagnosing problems and offering solutions: A good agent, like a good 
doctor, spends a great deal of time examining situations, determining 
problems, and prescribing solutions. In an agent’s case, the focus is on 
the condition and health of the home a client is trying to buy or sell. The 
examination involves an analysis of the property’s condition, location, 
neighborhood, school district, curb appeal, landscaping, market  
competitiveness, market demand, availability for showing, and value 
versus price. The diagnosis involves an unvarnished analysis of what a 
home is worth and what changes or corrections are necessary.

  Some say that agents should present all the options available to their 
clients and then recommend the course of action they feel is best. By 
doing this, agents allow their clients to make the final decision. Although 
many experts praise the virtues of this approach, I prefer the diagnostic 
and prescriptive approach because it positions you better as the expert. 
When clients make poor choices such as setting the wrong price on 
their home or making an initial offer that is too low, you may still receive 
some or all of the blame even though they chose the wrong option. No 
matter the style of your counsel to a client, whether more advisory or 
assertive, your success in guiding your clients to a successful outcome 
is based on your expert analysis and application of the variables to the 
marketplace.

  Many agents get into trouble because they lack the conviction to tell 
clients the truths they don’t want to hear. If a home is overpriced or not 
ready for showing, or if an offer is too low for seller consideration, it’s 
the agent’s job to speak up with sound advice. In these situations, you 
could get blamed for a poor outcome. You may also run the risk of doing 
all this work and not getting compensated for the time you invested.

  To prepare yourself for the task, flip to Chapter 10, which helps you 
determine and advise sellers regarding a home’s ideal price; Chapter 11, 
which helps you counsel clients regarding changes they need to make 
before showing their property; and Chapter 13, which helps you counsel 
clients through the final purchase or sale negotiation.

 ✓ Troubleshooting: Unavoidably, many times you have to be the bearer of 
bad news. Market conditions may shift, and the price on a seller’s home 
may need to come down. A buyer may need to sweeten initial offers to 
gain seller attention. A loan request may be rejected, or you may need to 
confront sellers because the animal smells in their home may be turning 
buyers away. Or, a home that buyers really want may end up selling to 
someone else.

  At times like these, your calm attitude, solution-oriented approach, and 
strong agent-client relationship will win the day. Chapter 15 is full of 
advice for achieving and maintaining the kind of relationship excellence 
that smoothes your transactions and leads to long-lasting and loyal clients.
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Guiding financial decisions
When you help clients make real estate decisions, your advice has a long-
lasting effect on your clients’ financial health and wealth. Their decisions 
based on your counsel will affect their short-term equity as well as their 
long-term financial independence. According to U.S. News & World Report, a 
person’s home provides 20 percent of her retirement income. In most cases, 
home equity is the single largest asset that people own. Your ability to guide 
clients to properties that match their needs and desires, that fit within their 
budgets, and that give them long-term gain from minimal initial investment 
impacts their financial health and wealth for years to come.

 Your influence as a wealth advisor reaches far beyond clients who are in a 
position to own investment real estate. In your early years, many of your  
clients may be first-time buyers who are taking their first steps into the world 
of major financial transactions. Advise them well and they’ll remain clients 
and word-of-mouth ambassadors for years to come. See Chapter 15 for more 
information about keeping clients for life.

Avoiding the role of Designated  
Door Opener
Before the advances of the Internet, the consumer’s only avenue to  
information about homes for sale was through a real estate agent. Every 
other week, agents received phonebook-sized periodicals presenting  
information on properties for sale, with each new entry accompanied by a 
small, grainy, black-and-white picture.

Today, consumers can go online instead of going to a real estate office to 
launch their real estate searches. With a few keystrokes and mouse clicks, 
they have access to a greatly expanded version of the kind of information 
that agents used to control. However, when consumers discover a home they 
want to see, they must contact either the owner or an agent to gain inside 
access. This is where things get tricky.

Ten years ago, only 8 percent of buyers found the home they wanted to 
purchase on their own through the Internet. Last year, 42 percent of buyers 
found their home online themselves and then contacted a real estate agent.

 Often a consumer signs off the web and contacts an agent to get inside the 
home, as if the agent is simply an entry device. As an agent, you need to  
demonstrate special skills to engage the customer. Then you need to add 
value to your skills by having inside market knowledge, keeping up with 
trends in the marketplace, and being aware of technological advances. With 
this added know-how, you have an edge over other agents, which allows you 
to convert the inquiry into a committed buyer client for your business.
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Winning Customers and Clients
Imagine that you’re on the game show “Jeopardy,” and you’re given just  
seconds to provide the most important response of your career. Imagine  
that you’re asked to write down the question that prompts the answer:  
The function that makes or breaks a real estate agent’s success. (If this book 
contained music, you know what tune would be playing right now.) Okay, 
time’s up. How did you respond?

The moneymaking reply is: What is creating customers? How did you score?

Did you answer: What is customer service? If so, you gave the same answer 
that more than 95 percent of new agents give. In fact, more than 90 percent 
of experienced agents don’t win points with their answers, either. Only a rare 
few agents see customer creation as the golden approach that it is.

Agents as necessary evils: A mind-set  
that comes and goes

The mind-set that agents are overpaid and 
unnecessary to the real estate sale process 
takes hold of consumers every now and then. 
This mind-set gains momentum especially when 
a robust market leads to low home inventories 
and the quick sale of homes that often receive 
multiple offers during the short time they’re on 
the market.

This mind-set has increased in intensity and 
breadth with expanded online access to 
real estate information. It has been further 
developed as companies like Zillow and Trulia 
grant broader information services in the real 
estate industry segment.

As the real estate market continues to improve 
rapidly from the housing recession of 2008 to 
2012, changes to a more normalized or even 

sellers’ market will put additional pressure on 
agents to innovate and expand services. When 
times are booming, a segment of consumers 
and new homebuilders begins to question 
the value of the agent’s services against the 
associated fees. During the best of market 
times, some homebuilders even go so far as 
to sell their houses without allowing agent 
representation — or compensation.

The silver lining is that when times are good, 
so many properties are moving that the few 
listings affected by the agent-is-unnecessary 
mind-set hardly limit opportunity. Plus, booms 
don’t last forever. When the market swings 
back and forth, as it will many times during your 
career, you need to be prepared to adjust your 
offerings.
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Understanding the importance of lead 
generation to your business
You have to be excellent at customer development and customer service. 
However, in terms of priority, you have to first be exemplary at lead  
generation. Following are a few reasons:

 ✓ You can’t serve customers if you don’t create customers in the first 
place. And because customer-service excellence results from customer-
service experience, customer development is a necessary prerequisite 
to outstanding customer service.

 ✓ Most consumers have been provided with such poor service that  
their expectations are remarkably low. When service providers do 
what they say they’ll do in the agreed-upon timeframe, consumers are  
generally content with the service they receive. An Internet-based  
customer, which is a growing segment, wants ease of service, faster  
service, and lower-cost service. The truth is that competing on the  
first two is better than the lower-cost service model. The real estate 
industry is more personalized in the service it renders than many other  
Internet-based businesses. Responsiveness is one of the keys to success 
in the Internet realm. Certainly you want to develop the kind of expertise 
that delivers exemplary, outstanding service, but if you commit from 
the get-go to do what you said you’d do when you said you’d do it, your 
delivery will be better than most.

 ✓ Between creating customers and delivering service, customer creation 
is the more complex task. Customer creation requires sales skills and 
ongoing, consistent, persistent prospecting for clients. It requires  
marketing, promotion, and branding of yourself and your service  
offerings. To develop customers inexpensively and effectively, you have 
to gain the level of skill and comfort necessary to pick up the phone and 
call people you know (or even people you don’t know) to ask them for 
the opportunity to do business with them or to refer you to others  
who may be in the market for your service. It also requires a level 
of encouragement and interaction via social media avenues. Plus, it 
requires watching for clues about life changes (think: new baby, kids 
going off to college, divorce) in those social-media interactions.

 ✓ If you attract the right kinds of customers into your business, your  
clients will match well with your expertise and abilities, and service 
will become an easier and more natural offering. If you attract the 
right type of customers, you’ll also reap greater quantity and quality of 
referrals.


