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ABOUT SMART ALTO

Smart Alto is the easiest way for busy real estate 
agents to turn online leads into quality, 15-minute 

phone appointments on your calendar. 

We’re on a mission to help 10,000 agents double 
the size of their business and we want to

help you. 

Respond to leads faster,
Follow up with leads longer,

….and
Only talk to qualified leads on 15-minute

phone appointments



Converting online real estate leads into 15-minute phone 

appointments is tough. And if you’re a busy real estate agent or 

running a growing team, then you don’t have the time to 

consistently follow up with online leads. So you need to hire an 

ISA, but if you miss the mark, you’ll spend tens of thousands of 

dollars and countless hours with little to no results. 

That’s why we created this checklist, a companion to 

(semi-famous) How to Hire The Right ISA for Your Real Estate 

Business | A Complete Kit for Recruiting, Selecting and Training. 

In this checklist, we will cover the approach you need to take to 

build an internal ISA team. This is the exact method that Smart 

Alto uses to hire its ISAs who convert leads for busy real estate 

agents and growing teams all around the USA and Canada.

Trust me, I know this process can seem overwhelming. So, I invite 

you to schedule a demo with Smart Atlo to learn more about how 

we can follow up with your online leads and schedule 15-minute 

phone appointments on your calendar.

INTRODUCTION
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STEP 1:
CREATE OR ADJUST YOUR
ORGANIZATIONAL CHART 

CHECKLIST
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Have you defined your reporting structure? Buyers 

agents, listing agents, administrators and other team 

members will want to give more responsibility to a good 

ISA. An organization chart helps your ISA know who

they should listen to (and ignore) so they can stay 

focused on work most important to the overall success

of your business.

Consideration: Smart Alto virtual ISAs integrate 

seamlessly into your team and any reporting structure.

STEP 2:
OUTLINE NEEDS AND EXPECTATIONS

Now that you’ve defined your organization chart, it’s time 

to outline your needs and expectations for the ISA.

You must be crystal clear on the type of person you want 

on your team and then create a job description that 

attracts your ideal candidate and repels bad apples.

Be sure to consider personality types too. A negative 

nancy can destroy the culture for a small team. 
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STEP 3:
RECRUIT YOUR ISA

Job Description:

• Position Summary 

• Roles & Responsibilities

• Skill Requirements

• Education & Experience

• Benefits & Salary

• About the Company

Consideration: If you hire Smart Alto, you can skip this 

step because we’ve already hired top producing ISAs

on our team. 

Now that you know what to expect from your ISA, it’s 

time to promote your job to get as many qualified 

applicants as possible. Spend a small chunk of valuable 

time to get this right.

Recruiting Candidates:

• Sphere of influence (SOI): Call, Text, Email

• Social media: Facebook, LinkedIn, Twitter 

• Job boards: Facebook Marketplace, Indeed, Monster, 

   ZipRecruiter, Local newspaper websites, Fivver

• College: Local Universities, Community College,

   Tech College
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Consideration: At Smart Alto, we have a strong pipeline 

of talent, so you can skip this step if you allow us to follow 

up with your leads. (I know I sound like a broken record). 

STEP 4:
INTERVIEW YOUR ISA

It’s time to find your needle in the haystack. Your ISA 

needs to be the right culture, character, and competence 

fit for your team. Ask behavioral-based questions to 

understand their true level of experience. Over a dozen 

priority and follow up questions to ask candidates can be 

found in How To Hire The Right ISA For Your Real Estate 

Business: A Complete Hiring Kit for Recruiting, Selecting 

and Training.

Consideration: Book a demo with Smart Alto, so you can 

learn how we follow up with leads to schedule 15-minute 

phone appointments with hundreds of teams around the 

USA and Canada. 

STEP 5:
TRAIN YOUR ISA 

Hiring an ISA isn’t like buying a “set it and forget it” 

kitchen appliance. Your ISA must know the goals, strategy, 

and metrics for success for your business. Then you must 

train and retrain until they hit the Key Performance 

Indicators that generate an ROI. 
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STEP 6:
INCENTIVIZE YOUR ISA TO STAY

Money is only one way to motivate ISAs. They’re often full 

of energy and hungry to learn. Think of giving them swag, 

sales training courses, a promotion to ISA trainer or 

opportunities to become an agent on your team.

Training Steps:

• Help them memorize the scripts you want them to use 

• Teach conversations and call tonality

• Teach them how to ask questions without

   being annoying 

• Train them on how to use your lead qualification 

   checklist (if you don’t have one, learn more about our 

   BANTAR method)

• Teach them how to use the CRM system

Sample Key Performance Indicators (KPIs):

• Number of Attempts (Dials or Texts sent)

• Number of Contacts

• Number of Qualified leads

• Number of Appointments Set

• Number of Appointments Kept

 

Consideration: Hire slowly and fire quickly. Your ISA must 

have the Desire, Direction, and Discipline to do the job 

well. Or you can hire Smart Alto and we’ll follow up with 

your leads to schedule 15-minute phone appointments on 

your calendar. 
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Consideration: At Smart Alto, we give top performers 

monetary rewards for hitting appointment setting goals 

and opportunities to learn other facets of the business. 

STEP 7:
REPEAT THE PROCESS AND
START AGAIN (AND AGAIN)

Regardless of how great your incentive program is, the 

reality is that your best ISAs will eventually leave your 

brokerage or become an agent. So you’ll need to have a 

steady pipeline of qualified candidates. A big part of

your job will be recruiting new, hungry talent to join

your ISA team.

Consideration: Hire Smart Alto and never worry about 

hiring an ISA. Our ISAs are highly trained and ready to 

qualify your new, online leads to schedule phone 

appointments for you and your team.
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WHAT’S NEXT?

THE MOST IMPORTANT THING TO REMEMBER

BEFORE YOU HIRE YOUR REAL ESTATE ISA?

Now that you’ve identified the exact steps you should take to hire 

the right ISA for your real estate business, it’s time to dive into 

each of them in detail so you can make sure to get the most out of 

this checklist.

After looking at this checklist you’re probably thinking hiring an 

ISA is going to take you away from selling real estate or helping 

your team take the next step. Well, you’re right.

Recruiting, hiring, training, and retaining ISAs is a full time job and 

should be handled by someone else so you can focus on the 

revenue generating activities in your business. It can literally cost 

you tens of thousands of dollars and 11-12 months to find the 

perfect ISA. 

Fortunately, Smart Alto has a team of highly qualified ISAs who 

work around the clock to follow up with your leads and schedule 

15-minute phone appointments on your calendar. 

That means whether it’s 2am or 2pm, our team will give you the 

peace of mind to know your leads are being engaged and properly 

taken care of. So if you’re a busy agent or running a growing team 

who don’t have time to recruit, hire, train and retain an ISA,

then I invite you to schedule a demo with Smart Alto today.

BOOK A DEMO TODAY! >>


