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Staffing Solutions





Leasing Consultant

(New Property Checklist)

· Site Map (Highlight location of models)
· Floor Plans
· Price Sheet
· Unit Availability
· Offer to rent (move-in cost sheet)
· Guest cards
· Keys for models
· If your shift falls on the 1st through the 5th (rent collection) ask manager if they want you to collect rent. If yes, find out where you should put it.
· Where to leave keys at completion of shift (if working solo).
· Emergency contact number for Manager (if working solo).
· Fill out time sheet before you leave and fax to (951) 603-3037.
