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CHAPTER ONE 
  ABOUT THE COMPANY
Kunle Fashogbo & Co. surveyors and valuers are specialists in residential and block management as well as many aspects of domestic and commercial property maintenance.
We adopt a personal approach to managing a property and ask about the individual’s goals as well as thinking about the property over the course of its lifetime.  Our clients range from individuals with one property through to letting agents that wish to outsource their management as well as freeholders, leaseholders, developers and receivers of rent.  We also work with other management companies to take care of their maintenance and facilities management. 
Coordinating all aspects of property management including compliance, finance, health and safety and customer liaison.  We support our Site Agents or Housing Officers who will visit our portfolio regularly and ensure the properties are being kept to the expected standard, or visit when an issue is raised.  They are based in the area relating to your block along with trusted contractors for emergencies and general day-to-day work.
OUR VISION
The vision is of a progressive and integrated system of land and property ownership, use and management that delivers a wide range of benefits to its owners, tenants, neighbours and local community whilst protecting the social, cultural, historical, economic and environmental attributes of the land and property and surrounding area and educating the future.
OUR MISSION
Our mission is to ensure that successive Kunle Fashogbo & Co. and the local community enjoy and benefit from sound, fair, informed, innovative and sustainable land and property investment and management.
OUR VALUES
Our core values help drive and deliver our Mission and Vision and are key to how we work as a team and interact with our colleagues, our tennants, customers and suppliers, neighbours and the local community.
We will develop our core values of;
Loyalty, Empowerment and Growth.
OUR CULTURE
We understand the level of responsibility we have as a Group in managing a valuable and valued asset. As well as focusing on our business needs, we will target delivery of social, environmental and community benefit as part of our core strategic objectives.
We are committed to promoting a healthy culture where employees feel valued, supported and motivated.
We promote effective teamwork and collaboration, fairness, communication and shared goals and problem solving while ensuring we are professional and business-like in land and property management.
We strive to operate in an open, transparent and accountable way and will work with our teams to further develop our values and culture over the plan period.

















CHAPTER TWO
   THE COMPANY DEPARTMENTS, ROLES AND RESPONSIBILITIES 
REGIONAL MANAGER
The regional manager supervises on-site residential or commercial property managers and sometimes the property managers within the management firm. This position is also referred to as the regional property manager, portfolio supervisor, or sometimes senior property manager. 
Regional property managers sometimes obtain their titles due to the geographical area of the assets they manage. Whatever their titles, their roles are similar to the property manager role in that the overall health and well-being of the property and its residents or tenants along with the satisfaction of the owner are their ultimate responsibility.
ASSET MANAGER
The focus of a real estate asset manager is on the property residential or commercial as a financial asset, and the general decisions this person makes can directly impact a property’s financial performance. In many cases, the asset manager is the representative of the owner and is responsible for selecting a third-party management company and monitoring the performance of that company. In all cases, the emphasis of asset management is on activities that will add value to each property under management. Operational functions, performance goals, and caretaker roles are left to the property and site managers.
LEASING AGENT
Professional leasing agents sometimes referred to as leasing brokers provide the skills and knowledge necessary to secure tenants for their buildings, and they have many opportunities to thrive. These individuals can be employees of a management or brokerage firm that specializes in leasing, or they can be freelance or contracted workers. They may be licensed in the state in which they lease space.
MARKETING DIRECTOR
Marketing directors or marketing managers play a significant role in the overall success of the real estate asset. Typically, marketing directors provide their services to large, enclosed shopping malls, but they can be found in large apartment communities or office buildings as well.
For apartment communities, marketing directors are in charge of the entire marketing campaign from lease-up of a new property to managing the leasing activities of the property. Marketing directors ensure that the property is targeting the appropriate tenant and that the advertising campaign and leasing activities follow suit.
ACCOUNTING AND FINANCIAL SERVICES
As previously mentioned, real estate managers have a fiduciary responsibility to their clients. They must collect rent and fees, pay expenses, and manage the overall cash flow of the property. To do this properly and efficiently, real estate managers must rely on accounting personnel to accomplish those tasks.
Accounting services can range from accounts payable to accounts receivable to corporate accounting for the management firm, as well as payroll services. Some property accountants perform these functions and are assigned to one or a few properties as full-charge accountants. Entrusting these services to qualified personnel is a much better solution than relying on someone who might not have the required experience or knowledge base.
BUILDING ENGINEERS, MALL MANAGERS, AND CONSTRUCTION MANAGERS
Building engineers and facilities and construction managers typically work for a real estate management firm or a construction company. Some are freelance operators or consultants.
Building engineers are usually assigned to one or more office proper- ties. They care for the mechanical systems that are present, such as HVAC, boilers, elevators, communications, electrical systems, and even green-building technologies.
FACILITY MANAGEMENT
Properties owned by public (government and military), nonprofit (colleges and universities), and private entities (for-profit corporations) are often managed by facility managers. In general, a facility manager coordinates the needs of people, equipment, and operational activities within the physical workplace; the role is somewhat different from that of a real estate manager. Facility managers who work for corporations have responsibilities similar to those of on-site or property managers.
THE REAL ESTATE EXECUTIVE
In addition to the corporate roles and/or titles included earlier in this chapter, there are other roles a real estate executive can hold; these include, but are not limited to, the following:
• Senior Portfolio Manager
• Director of Real Estate Services
• Director of Client Services
BROKERAGE SERVICES
Real estate brokers are either employed by a brokerage firm or a management firm, or they are freelance workers. Brokers are licensed individuals that provide owners with the knowledge and expertise needed to buy and sell real estate assets as an investment acquisition and disposition.
ADMINISTRATIVE PERSONNEL
Throughout the entire real estate management industry, reliance on support personnel is essential. Administrative personnel include receptionists, office managers, filing clerks, and assistant property managers. They normally work onsite and provide supportive administrative duties that are essential to the success of the firm, the real estate management team, and, ultimately, the client.
Assistant real estate managers frequently become the next real estate managers in the firm.



  CHAPTER THREE
     PRACTICALS 
1. MANAGEMENT OF TIME
For the majority of agents, real estate is their daily life. Their schedule is extremely busy and includes a lot of client meetings, showings, research, open houses, etc. Additionally, their timetables may be more rigid the larger their clientele.
2. BECOME ADAPTIVE
Real estate agents enjoy adhering to the guidelines and procedures that they are familiar with, just like any other seasoned employee. The majority of businesses are hesitant to make adjustments since traditional marketing and new, contemporary marketing does not mesh.
3. CONTROL CLIENTS
You will encounter a sizable customer as an intern working for a large company and observe how professionals engage with them differently. You will learn how to handle these clients on your own by observing them and interacting with them.
4. GET DEAL CLOSING SKILLS
Human behaviour may be incredibly unpredictable, thus real estate agents who are skilled in sales should be able to sway people's attitudes in their favour. You will gain a very detailed understanding of what you should and shouldn't do throughout this internship by observing how your managers or clients behave, speak, or move.
5. RECOGNISING CONTRACTS
Many contracts that real estate agents must read through may look like legal speak to people without a background in the subject. For those who have only backgrounds in business or finance, this is especially true.
















CHAPTER FOUR 
WHAT I LEARNT 
* Real estate teams become more productive when they have the kind of support that allows each member to work more efficiently. 
* Operations provide the bedrock of that support. They take the paperwork, follow-up, and other activities off the agents’ hands, allowing each team member to focus on selling and being more productive as a result.
* Participating in the preparation of market analyses
* Researching records and real estate statistics
* Attending appraisals, to gain experience in assigning value to real property
* Using the MLS to find properties that match a buyer’s criteria
* Preparing and maintaining lists of FSBO properties and expired listings
* Updating and maintaining your real estate CRM
* Assisting in transaction coordination
* Assisting with the open house process
* Website development and/or maintenance
* Writing copy for ads, your website, and email marketing campaigns
* Maintaining the agent’s presence on Facebook, Twitter, and other social media accounts  up
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