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FOREWORD

The occupational analysis project was conducted by The Instructional Materials Laboratory,
Trade and Industrial Educaticn, The Ohio State University in conjunction with the State
Department of Education, Division of Vocational Education pursuant to a grant from the U.S.
Office of Education.

The Occupational Analysis project was proposed and conducted to train vocational educators
in the techniques of making a comprehensive occupational analysis. Instructors were selected
from Agriculture, Business, Distributive, Home Economics, and Trade and Industrial Education
to gain experience in developing analysis documents for sixty-one different occupations. Repre-
sentatives from Business, Industry, Medicine, and Education were invoived with the vocational
instructors in conducting the analysis process.

The project was conducted in three phases. Phase one involved the planning and development
of the project strategies. The analysis process was based on sound principles of learning and
behavior. Phase two was the identification, selection and orientation of all participants. The
training and workshop sessions constituted the third phase. Two-week workshops were held
during which teams of vocational instructors conducted an analysis of the occupations in which
they had employment experience. The "structors were assisted by both occupational consult-
ants and subject matter specialists.

condulting and assisting in a comprehensive analysis of various occupations. Occupational anal-

ysis data were generated for sixty-one occupations. The analysis inlcuded a statement of the

various tasks performed in each occupation. For each task the foilowing items were identified: |
tools and equipment; procedural knowledge; safety knowledge; concepts and skills of mathema- |
tics, science and communication needed for successful performance in the occupation. The |
analysis data provided a basis for generating instructional materials, course outlines, student |
performance objectives, criterion measures, as well as identifying specific supporting skills and
knowledge in the academic subject areas. 7

|
|
%
The project resulted in producing one hundred two trained vocational instructors capable of 1
|
|
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PREFACE

This anclysis effort covers duties and tasks performed by a person who has been
licensed to sell real estate by a governing body, usually the state government.

It is a logical step by step approach which is broad in scope. The duties involved are
the most often cncuring and are considered a normal progression into the real
estate industry, the residential sale of real property.

The tasks listed are broad enough to cover any agent who desires to reach a
minimum competency level and to give the necessary service to his/her clients.

The steps are written in @ manner which can be easily understood by any agent at
this entry-level position. It represents an accounting of what must be done, not
how the entire cycle of a residential sale 1s completed through the services of a
real estate broker and his/her associate—the real estate salesperson.
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2JOB DESCRIPTION

A real estate agent contacts prospective sellers to list residential property for
sale; advertises the property he/she has listed in various advertising media to
attract prospective buyers; shows listed property to prospective buyers; trys to
convince these prospects to make purchase offer on property that is shown;

. takes said purchase offer to seller for acceptance. If seller does not accept

offer or make counteroffer, then agent must negotiate between the buyer and
seller until final area of agreement is reached that is acceptable to both parties.
An agent assists the buyer in obtaining suitable financing in various ways. After
commitment of financing is secured for the buyer, an agent must track financing,
legal documents and various other instruments needed before closing will occur.
An agent and/cr agent’s broker will close transaction at mutually pre-arranged
meeting place with seller and buyer and legal counsels. The agent will service
his/her clients after the sale to make sure that all agreements and conditions of
the sale are followed through by all parties to the sale.




Duty A Introducing Self to Potential Users of Expertise and the Real Estate
Bustness

Contact the previous and present centers of influence

Solicit listings from owners who offer their own property for sale
Contact people in affitiated professions

Participate in social and community activities
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Duty B Obtainin_ . knowledge of Property /alues and Their Availability

1 Research for decision on area of concentration of agent’s sales efforts
2  Determine own broker's and competitors’ listings in that area
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Duty C Prospecting for Listings and Sales {Sources of Buyers and Sellers)
1 Contact people who are trying to sell their property

2 Contact p~-rle who have or possibly have potential need to
purchase real estate
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Duty D

Listing Property for Sale

1
2

Research for potential listings
Meet potential seller or sellers
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Duty E Promoting the Listed Property

1 Decide on promotion campaign for particular listing
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Duty F

Obtawning of Potential Buyers

1
2
3

Use floor time
Advertise and promote through institutions
Post personal ads and individual promotion
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Qualifying Potential Buyers

1 Determine needs and wants
2 Determine financial sitvation
3  Establish common ground of communication
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Showing of Property

1 Select properties that will interest buyer
2 Choose route taken to property
3 Display showmanship in presenting property
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Obtaining Offer to Purchase

Establish most appropriate selection

Convince (sell) buyer why he/she should buy this property at this
time

Have all parties sign offer to purchase
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Duty J

Presenting Offer to the Seller

Determine approach to seller
Approach the seller

Close sale

Negotiate counteroffers
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Closing of Sale

1

Ass’st buyer in obtaining financing

2 Order and track all legal and other documents appropriate to
closing

& Transfer of titie from seller to buyer
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Post-Servicing of Both Seller and Buyer

1 Coordinate agreements between buyer and seller made at closing
2 Develop both buyer and seller into centers of influence
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