

	UNIT CODE
	CPPREP4103

	UNIT TITLE
	Establish vendor relationships - residential

	APPLICATION
	This unit specifies the skills and knowledge required to manage vendor relationships to support residential property sales.
This unit includes the skills and knowledge to:
· plan activities to achieve property listings
· establish vendor needs and expectations
· prepare and conduct a listing presentation
· complete a listing agreement
· establish a plan for ongoing communication with the vendor
· maintain records associated with the vendor relationship.
This unit is designed for people working in, or seeking to work in, real estate and who apply a knowledge of legal agency and compliance requirements, ethical standards and consumer preferences to manage real estate operations.
This unit may form part of the licensing qualification requirements for real estate agents in those states or territories where these are regulated activities.

	PREREQUISITE UNIT
	Nil

	ELEMENTS
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe what needs to be done to demonstrate achievement of the element.

	1.   Plan prospecting methods to attract potential vendors.
	1.1 Analyse prospecting methods.
1.2 Identify methods appropriate to target market and personal and agency brand.
1.3 Apply prospecting methods to create opportunities and interest in establishing vendor-agency relationship.

	2.   Confirm scope of vendor requirements.
	2.1 Record vendor profile, preferences and expectations.
2.2 Record property details.

	3. Plan and present property listing. 

	3.1 Plan property listing presentation with reference to property appraisal report.
3.2 Present property listing including method of sale, marketing, fees and charges.
3.3 Clarify vendor understanding of agency service.
3.4 Complete listing agreement. 

	4.  Plan communication with vendor.
	4.1 Develop vendor communication plan with capacity to record vendor communication and to provide feedback to vendor on sales process.

	FOUNDATION SKILLS
A person demonstrating competency in this unit must have the following language, literacy, numeracy and employment skills: 
· spoken and written communication skills to clarify vendor requirements and expectations, present detailed information using appropriate language and terminology, identify and resolve common problems which may arise as part of vendor relationships
· technology skills to access information via internet, databases, within records management systems.

	UNIT MAPPING INFORMATION
	No equivalent unit

	LINKS
	Companion volumes to this training package are available at the VETNet website: http:/



	TITLE
	Assessment requirements for CPPDSM4XXX Establish vendor relationships - residential

	PERFORMANCE EVIDENCE

	To demonstrate competency in this unit, a person must:
· develop a plan for prospecting for vendors including:
· analysing prospecting methods for a target market
· identifying methods that would incorporate establishing a relationship with vendors 
· prepare a listing presentation that:
· refers to a property appraisal report 
· reflects the scope of vendor expectations 
· includes proposed method of presentation
· complete a listing agreement that complies with legislation in the state or territory of operations
In doing this, the person must meet the performance criteria for this unit.

	[bookmark: _Hlk488743437]KNOWLEDGE EVIDENCE
To be competent in this unit, a person must demonstrate knowledge of:
· prospecting purpose and methods
· agency and personal brand 
· strategies for attracting property listings
· processes for property sales 
· methods of sale
· techniques for establishing and maintaining agency-client relationships
· vendor expectations and preferences including for:
· method of sale
· timeframe for sale
· property marketing
· conditions to sale
· communications
· role of the agent in listing, marketing and selling property 
· risks and risk management strategies associated with residential property sales
· ethical and regulatory standards associated with property sales including disclosure of material facts
· privacy standards and confidentiality of client and potential buyer data
· agency practices in relation to marketing and communication
· content and purpose of listing document
· purpose of a listing presentation 
· techniques for listing presentations
· documents and record keeping required as part of listing agreements
· agency fees and charges, and conditions
· legislation relating to sale of property in the state or territory of operations.

	ASSESSMENT CONDITIONS 

	Assessors must satisfy the requirements for assessors listed in the Standards for Registered Training Organisations. 
Assessment must be conducted in the workplace or in a simulated workplace environment.  
Assessors are responsible for ensuring that the person demonstrating competency has access to:
· real estate procedures and forms and documents including listing agreements
· [bookmark: _GoBack]legislation relating to sale of property in the state or territory of operations.

	LINKS
	Companion volumes to this training package are available at the VETNet website: http://
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