DRAFT
	UNIT CODE
	CPPREP3103

	UNIT TITLE
	Assist with the sale of properties

	APPLICATION
	This unit specifies the skills and knowledge required to assist with the sale of all forms of property by private treaty or auction as part of a sales team. It includes assisting with property inspections, sales presentations and preparation for auctions.
The unit applies to support workers in the real estate industry undertaking tasks with at least a moderate degree of autonomy and completing routine activities without close supervision.
The unit may form part of the licensing requirements for people engaged in property operations and development in those states and territories where these activities are regulated.

	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.	Assist with property inspections.
	1.1	Confirm details of property inspections with appropriate persons.
1.2	Assist licensee in charge or principal and other members of sales team in planning, preparing and conducting property inspections.
1.3	Establish rapport with prospective buyers and answer questions fully and honestly or refer query to appropriate person.
1.4	Apply effective interpersonal communication and presentation skills in representing the agency and when responding to prospective buyers' questions and concerns.
1.5	Contribute to sales team’s review of property inspection.

	2.	Assist in delivery of property sales presentation.
	2.1	Use appropriate interpersonal communication techniques to clarify buyer requirements with licensee in charge or principal and other members of agency sales team.
2.2	Assist the sales team to prepare for sale.
2.3	Confirm details of appointment for sales presentation.
2.4	Assist the sales team in delivering sales presentation.
2.5	Establish rapport with prospective buyers and answer questions fully and honestly or refer query to appropriate person.
2.6	Apply effective interpersonal communication and presentation skills in representing the agency and when responding to buyers' questions and concerns.
2.7	Contribute to sales team’s review of sales presentation.

	3.	Assist in providing follow-up service to buyers.
	3.1	Research and prepare information for the sales team to assist in provision of effective follow-up service to sellers and buyers.
3.2	Provide support to the sales team to assist in finalisation of sale.

	FOUNDATION SKILLS
A person demonstrating competency in this unit must have the following language, literacy, numeracy and employment skills: 
reading skills to access and interpret a variety of texts, including legislation, regulations and contracts 
writing skills to: 
· prepare general information and papers
· prepare formal and informal letters, reports and applications
· complete standard and statutory forms
planning, organising and scheduling skills to make appointments with buyers in the process of selling property
oral communication skills to: 
· use questioning to clarify instructions and task requirements
· work effectively in a team.

	UNIT MAPPING INFORMATION
	Supersedes and is equivalent to CPPDSM3005A Assist with the sale of properties.

	LINKS
	Companion volumes to this training package are available at the VETNet website https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=6f3f9672-30e8-4835-b348-205dfcf13d9b






	TITLE
	Assessment requirements for CPPDSM3005 Assist with the sale of properties

	PERFORMANCE EVIDENCE

	To demonstrate competency in this unit, a person must assist with the sale of properties in a real estate environment by assisting with a property inspection, assisting in delivery of a property sales presentation, and providing follow-up service to a buyer.
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: 
federal, and state or territory legislation and local government regulations relating to assisting with the sale of properties in real estate, including: 
· consumer protection, fair trading and trade practices
· privacy
· property sales
ethical standards in real estate relating to property sales
consumer protection principles that impact on the sale of property, including:
· cooling off provisions
· false representations and misleading conduct in relation to the sale of property
· impact of consumer protection legislation on contracts
· insurance provisions
· penalties and remedies for breaches
· protection offered for consumers
· rights and obligations of estate agents
· secret commissions
general legal principles that impact on property law relating to the sale of property, including:
· adverse possession
· contracts
· easements
· fee simple and life estates
· general law system and the Torrens system of title
· mortgages
· real and personal property
· restrictive covenants
· types of interest in land
requirements of property buyers, including:
· access to transport and facilities
· finance
· location
· price
· purpose of purchase, including:
· business
· holiday
· investment
· private residence
· settlement period
· size of property
· style of property
methods of planning, preparing and conducting property inspections, including:
· arranging to gather requested information for prospective buyers
· arranging and conducting open days
· arranging agency promotional materials
· collecting contact details of prospective buyers
· compiling reports
· ensuring security of property for sale during inspection
· following up request for information
· greeting prospective buyers
· identifying selling features of property
· planning inspections
· providing information on market conditions
· responding to questions from prospective buyers
· taking notes of questions and requests for information
methods of sale of property, including:
· auction 
· off the plan
· private treaty 
· reverse auction
· set sale
· specialised properties
· tender
property sales, including:
· after-sales procedures
· agency and statutory documentation
· sales presentation techniques
· qualifying buyers
aspects of the functioning of sales teams, including:
· accountabilities
· communication
· functions
· roles
· responsibilities
· team work
types of assistance required in property sales, including:
· addressing concerns of key decision makers
· arranging and completion of sales documentation
· arranging to gather requested information for buyer
· displaying selling features of property
· providing agency promotional material
· providing comparable sales information
· providing information on market conditions
· responding to client questions
· taking notes of buyer questions and requests for information
· administrative tasks
· client contact
· research tasks
techniques for identifying needs and motivation of buyers
types of information required in property sales, including about:
· agency services
· auction process
· legislative requirements
· marketing activities and costs
· property inspections
· sales data
· sales documentation
· sales process
techniques for establishing rapport with buyers, including:
· establishing and building confidence and trust in the agency and its representatives
· making the buyer feel valued
· promoting and maintaining an effective relationship with the buyer
techniques for effective interpersonal communication, including:
· active listening
· providing an opportunity for the seller or buyer to clarify their understanding of the sales process 
· soft questioning and seeking feedback from the seller or buyer to confirm own understanding of their needs and expectations
· summarising and paraphrasing to check understanding of seller and buyer message
· using appropriate body language.

	ASSESSMENT CONDITIONS 

	Assessors must satisfy the requirements for assessors contained in the Standards for Registered Training Organisations. 
Assessment of performance must be undertaken in the workplace or in a simulated workplace environment. 
Registered training organisations (RTOs) are responsible for ensuring that the person demonstrating competency has access to the following:
For assessment conducted in the workplace:
a real estate agency workplace, staff and business documentation relating to the sale of property
equipment, communication and data access and storage technology required to assist with the sale of property in real estate. 
For assessment in a simulated workplace environment:
· materials and equipment meeting the full industry standard for a mid-size real estate agency, including:
· comprehensive business plans, strategies, policies, procedures, forms and records including:
· agenda and notes of sales team meetings relating to property sales
· feedback and complaints registers, including resolutions of complaints about property sales and results from analysis of feedback
· database/s including simulated sets of records of current and recent listings, sales reports, and comprehensive sales data
· position descriptions for all sales team employees including detailed roles and responsibilities 
· a position description including detailed roles and responsibilities for the role to be assumed by the person undergoing assessment
· role descriptions for people participating in role-play exercises when consultation is required by the performance criteria
· a simulated realistic internet and social media presence
· equipment, communication and data access and storage technology required to assist with the sale of property in real estate.

	LINKS
	Companion volumes to this training package are available at the VETNet website https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=6f3f9672-30e8-4835-b348-205dfcf13d9b



29/4/2018
