INTRODUCTION

We are acutely aware of the great differences in size
and activities of real estate agencies throughout Aus-
tralia. It would be impossible to compile a handbook that
would be all things to everyone. Therefore we have pre-
sented a range of risk management measures which
can help you to develop a manual which will suit the
specific requirements of your business.

The procedures presented will help you to eliminate and
minimise risk exposures to property, assets, resources
and persons, as well as claims which may arise from the
conduct of your business. Their adoption will help you
to:

- Increase productivity

- Improve office efficiency and staff morale

- Enhance professional image

- Reduce operating cost.

The manual contains several check lists. These may be
modified or photocopied as presented here. We suggest
that you should attach copies to each relevant file to act
as a reminder that constant vigilance is required.

1. PERSONNEL POLICIES
11 Staffing

You need a system which ensures that your business
has the right number of properly qualified and experi-
enced employees at any time. The selection, induction
and training of the right staff is an important part of your
risk reduction strategy.
Procedures employed to assist in this process include:

Job analysis

Job description

Person specification.

1.1.1 Job Analysis

This is the process by which you ascertain and note for

each job

. What the employee in the job is expected to do
(specific tasks and work assignments, knowledge
and skills required).
How the job is performed (methods, use of equip
ment).
Skills required for effective performance (identify
minimum levels of skills required).
Job relationships (experience required, opportu
nities for advancement, superior and subordinate
positions).

1.1.2 Job Description

A job description is compiled from information gained
from the job analysis. It describes the work performed,
responsibilities involved, skills or training required, con-
ditions under which the job is done, relationships with
other jobs and personal requirements of the job.

1.1.3 Person Specification

The person specification describes the type of employee

completed, you can use the information gained in

staffing functions such as:

- Organisational planning and integration
Recruitment, selection and placement
Transfers and promotion
Training programs
Wages and salary administration
Improvement in working conditions
Setting standards
Improved efficiency through methods improvement
and job simplification.

1.2 Terms of Employment

Employment can be offered on different levels including:

Permanent

Part-time

Casual

Contract.
Employment agreements can be either written or oral,
but all such agreements constitute a contract of employ-
ment. The terms of employment must be stated at the
outset and clearly understood by both employer and em-
ployee. Written contracts of employment can be in vari-
ous forms, from a formal document prepared by a
lawyer to an informal letter. It is important to maintain
some form of written agreement which should include
such items as:

1.2.1 Wages and Salaries

The amount and method of payment, for example,
hourly rate, weekly wage or annual salary, incentive
payments based on bonuses and commissions.

1.2.2 Hours of Work

The normal hours of work, provisions for overtime,
weekend work, meal breaks and so on.

1.2.3 Leave

Detail provisions for:
- Annual leave

Sick leave

Leave of absence

Jury duty

Maternity or paternity leave

Long service leave

Study leave.

1.2.4 Employee Benefits and Services

Detail the benefits and services available, the eligibility
for entry and, where applicable, the company’s involve-
ment and contributions. Benefits and services available
may include:

Superannuation

Union or professional society fees

Study assistance

Assistance in purchase of property

Profit sharing

Special sickness or disability benefits

Hospitality allowances

Vehicle allowances.
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