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Speaker 1 (00:00):
You are watching Drive With NAR, the REALTOR®-to-REALTOR® series, powered by REALTOR® Magazine. Tune in as real estate professionals talk tools of the trade and share stories of inspiration. Get ready to step up your business. I'm your host, Marki Lemons Ryhal. You've heard the saying, “fail to plan, plan to fail.” Much of your success depends on how you leverage your time. You need to manage it wisely, but how do you craft a business strategy that includes your professional and personal time management? I have two experts here with advice you can learn from and actionable tips to prioritize your business and have a life. Vanessa Franz Barnes is a broker-associate and speaker from Celebration, Florida. And Natalie Davis is a real estate agent and speaker from Denver, Colorado. I want to welcome you here today, and I'm elated that we can be face to face for this episode.
Speaker 2 (01:01):
Thank you so much for having us, Marki. Yes. Looking forward to it.

Speaker 3 (01:02)
Yes. Looking forward to it.
Speaker 1 (01:04):
We can't talk about time management without addressing the fact that so many real estate professionals tell their clients they're available 24/7. Give me your thoughts on that and how it can potentially hurt your business.
Speaker 2 (01:19):
Alright, Marki. Well, I mean, this is such a great question, and I feel many real estate agents struggle with this, and what I find is that, —and I struggle with this too, so I totally understand, —is we think exceptional customer service means that we don't have boundaries about our time. And what I found is that over time, learning the hard way way—missing soccer games and bedtimes and pick up at my son's school school—is that it really doesn't go hand in hand. It's really two separate things. We can still provide exceptional customer service and an experience for them and have boundaries andin time with our families.
Speaker 13 (01:53):
Natalie, what are your thoughts? 

Speaker 3 (01:54) 
I have to agree 100% with Vanessa. I think when we initially get into this business, we have that expectation that we have to be available or we'll miss opportunities, and that's really coming from a scarcity mindset, right? Thinking if we're not available, then we're going to miss the opportunity and nothing else will come after that. And I too learned the hard way by thinking that I needed to be available, but. But that's not the reality. I think as soon as you're able to prioritize what's important to you, identify the goal and how you're going to get there, and then setting some clear boundaries and expectations for yourself, for your loved ones and especially for your clients, helps in creating a smoother experience for everyone.
Speaker 1 (02:33):
I agree.
Speaker 3 (02:34):
Yeah.
Speaker 1 (02:35):
So we can see how time mismanagement can have a negative effect on business. How do you decide how to spend your time in a typical work dayworkday, and how do you track that? Natalie?
Speaker 3 (02:47):
That is such a great question. So, I actually live and die by my calendar. I have a meeting with myself every Sunday, um, and it's Sunday afternoon. and And it really is a trigger for me to understand and let my body know we're getting ready for the upcoming week. And a couple of things happens during that time. I'm able to synchronize my calendar because I'm still a paper planner person and I like to sync my electronic calendar with my paper planner to make sure that they match. It also lets me know who am I showing up for during that week, and how do I need to prepare for the upcoming week? Where do I need to be? There are oftentimes that we need to get on a plane or make hotel arrangements, so. So making sure that we have all of those things aligned as well. And so, when I'm able to be proactive in understanding where I'm going, who I need to be, how I'm showing up, it sets a fabulous stage for me in terms of how I'm going to appear and have an opportunity, or address the opportunities, for that upcoming week.
Speaker 1 (03:43):
I was a paper planner in high school. 

Speaker 3 (03:46)
Yes.

Speaker 1 (03:47)
I have always lived by my calendar. 
Speaker 3 (03:50)
Same. 

Speaker 1 (03:51)
And those who live by their calendar have the ability to tell people no because they just won't fit on the schedule.
Speaker 32 (03:58):
Exactly.
Speaker 1 (03:59):
What about you, Vanessa?
Speaker 2 (04:00):
I agree. I love my paper calendar. It goes everywhere with me. and And I think it's really important, a. And I do a similar exercises, you know, at the beginning of the week,. yYou have to decide what is prioritized, ? and And I like to look at it as the 80- 20 rule. So, what are my 20% activities that need to be prioritized first?, which Which are your income- producing activities? These are those fundamentals., and And then everything else really should fall after that. And they say “Eat eat the frog,” right? So you do the hard stuff first, which are those activities, and then everything else should come after.
Speaker 1 (04:30):
Did you read the book “Eat the Frog”?
Speaker 2 (04:32):
A long time ago, and it really stuck with me.
Speaker 1 (04:35):
And that book is available via the realtor REALTOR® library because I've also read that book. When you think about your schedule though, Vanessa, can you elaborate on how you incorporate that into your business plan?
Speaker 2 (04:46):
Plan? Yeah, I think I talked about this before with other people, is you have to really prioritize how you wake up in the morning. And I think this is really critical because I find that many agents, real estate agents especially, check email or they scroll social media, —that's the first thing they do. And that's, to me, the worst thing that we can do because then we become reactive instead of proactive. and And we're letting the email or the social media dictate what we're doing every day. And it really, honestly, I don't know anybody that checks email and gets in a good mood. No, not at all. Rarely do we do that, right? We find ourselves in a negative kind of mood. So, I think it's really important to set the stage early on in your day and figure out what your morning routine looks like. Is it a time for yourself? I tell my kids, “don't talk to me before 6:15 a.m.AM because this is my time.” So, I think it's incredibly important to make sure that we limit distractions and we prioritize our schedule first and block the time on our schedule, —physically block it. I think that's really critical for success.
Speaker 1 (05:46):
One thing that I often recommend to agents is an eight eight-by by-eight strategy, strategically reaching out to eight people before 8:00 AM a.m. based on their Ford, their family, their occupation, their recreation and their dreams. But before they reach out, making sure that they post some form of content that solves problems to start engagement while they're strategically reaching out because it's kind of like a two two-for for-one. New agents have a harder time figuring out what time management looks like for them. Are there any certain tips that you have for a rookie brand new to the world of real estate?
Speaker 3 (06:27):
I think that the best thing you can do is start by taking the tips that we've shared previously. If you're entering into this business, start out by having a structured schedule where you know you're going to be and what you need to do. Definitely focusing on those income income-producing activities, that 20%—, that's going to generate the 80% of the results that we see. The other thing is having an understanding that there are seasons within your business. I have been in the business for quite some time, but I still remember being a brand new agent. And one thing that I did, I was a brand new agent in a brand new community, starting a brand new business. And so I had to invest significantly more time during that season of building the foundation. Definitely the learning curve that you have to really take on in learning and building a brand new business and building out the business fundamentals itself. And so, for me, I committed to a year in that space. I said, “in one year I will dive in 100%,” and sometimes that does require working 50-, 60 60-hour weeks, but that was seasonal. And then I knew once I was able to establish those foundations, the foundation for my business that was going to work, from there, I could start to peel back and not have that mindset of being available 24 24/7 that we talk about. 

Speaker 1 (07:46)
What about you?
Speaker 2 (07:47):
Well, I always say flexibility can be our worst enemy sometimes, or that freedom that we feel because so many new agents especially say, “I got into real estate because of the freedom and flexibility that I have.” And I think oftentimes that is to their detriment because they still need to have a schedule. You need to think of this still as a J-O-B, and you still need to have structured hours. What time are you going to go to work every day? and And what time are you going to leave work every day? And I think having that structured schedule and then making sure those fundamentals are in there, prioritized first before anything else, right? Email can wait, but we need to be on the phone calling people and making connections.
Speaker 1 (08:26):
As we're more tenured in the business, we can then start to tweak and add additional streams of income. We can become avid volunteers and you have to then readjust your schedule. But spending that first year Natalie, like you stated, is so important because you don't even know what you need to do. You don't know what that structure needs to look like for you and your life. And we always need to put, I call it beautification day, on our schedule. What I realize, if my nails aren't done, I'm consistently looking at them so they become a time distraction. So I make sure that I put that on my calendar so that I don't waste the time looking at them because I don't like how they look. Anyone who owns a piece of technology knows how easy it is to get distracted. Many other things like a client emergency also can interrupt your workflow throughout the day. When you get distracted, what do you do in order to get back on track?
Speaker 3 (09:26):
Go ahead. So, I'm a little bit more proactive in terms of controlling the distractions. when When I know that I'm heading into a space where I need to focus my attention or focus my time and energy on reaching out to clients, working through contract work. If it's even a time segment where I'm cleaning up email, I turn all other notifications off because I know that's my weakness. If I keep the notifications on, I will go down that rabbit hole with whatever has just popped up in front of me. So, I turn all of my notifications off. I try to use devices that don't have notifications on there. I don't have a smartwatch, so I'm not constantly ringing and vibrating throughout the day, but that's because I know my weakness. If I have the distraction in front of me, I'll dive down that path. There's also this philosophy of understanding if you know that something's going to stop in your way of being productive, to make it harder or more challenging to take part in that thing.
(10:17):
So, before starting my day, I have my phone on focus mode, and so that lasts until seven 307:30. So, it's harder for me to get to emails when we look at getting to email notifications or even getting to social media because I have to get into my phone, unlock my phone, turn the focus mode on or off, and then dive into whatever application I'm trying to dive into. So, I make it more challenging so that the distraction's not there. But we do have emergencies that pop up. So, when looking at that, I want to prioritize what's really urgent and important and needs my attention in that very moment. And what I've found is those are the things that are, —the house is on fire,. Somebody's somebody's at the hospital—t that's urgent and important where you have to drop everything right away. There are things that we need to prioritize that are important, and then we start to just navigate through those. What do we need to prioritize? And then how much time are we going to allocate to that? Not a list of five things that we have to get done today, but I have these five things that I'm going to get done today and I'm going to allocate 20 minutes to each, and I know that I'll get through that list.
Speaker 1 (11:20):
Great strategies. 

Speaker 2 (11:21)
Yeah, I love it.
Speaker 2 3 (11:21):
Yeah.,
Speaker 1 (11:22):
Vanessa.,
Speaker 2 (11:23):
I mean, I use focus mode too, as well, to make sure that I've got that time protected. And I do agree. I think that we have to look at emergencies on a case case-by by-case basis. I agree. It's like, okay, is your roof on fire? Is a house on fire? Is someone in the hospital? because Because it can it really wait one hour? Most real estate related items can wait at least one hour. And I do find that it's hard for many of us to get back on track. So, we need to be mindful of that and be aware that, okay, is it really a priority? Does it go into that bucket or not? And if it can wait, let's wait and focus on those 20% activities first, then we can dive into the challenges that we have.
Speaker 1 (12:03):
Absolutely. Time management means creating boundaries for yourself. And sometimes, you must hold those boundaries with clients and colleagues. How can you do that without risking your business relationships? And you know what? For me, it's not the business, it's the family. Exactly. And I have so many boundaries around my house because they see us at home and instantly they believe that we are available. But what are you doing in regards to your clients?
Speaker 2 (12:33):
Well, I think it comes from piggybacking on what you said earlier. It's like the scarcity mindset. If we say no to a client, we're not going to necessarily lose that client. And when I finally started setting boundaries on the client's side, actually my clients respected it. I put my voicemail after six 6:30, I'll return your call the next business day. And I even have on my voicemail, “this is why.” I even have a statement of my why, which is spending time with my family. And I'll be honest, I was so shocked when I started to do this, and clients would actually say, “I know you're spending time with your family. Call me tomorrow.” And I was blown away. I'm like, where's this been all my life? And I think it's, we just need to take one small step. And I think for the audience listening, this isn't an all or nothing thing. If you are in that overwhelm and exhausted phase of no boundaries, just do one thing tomorrow to set that boundary with your client and have that conversation early on, at the consultation when you're talking to your client, say, “these are my available dates and times,” and making sure that they understand that and acknowledge it. I guarantee you they're going to be okay with it.
Speaker 1 (13:41):
Natalie.,
Speaker 3 (13:42):
I think it all comes back to the piece that I mentioned my first year in the business, realizing I needed to invest more time in my business to understand what the fundamentals were going to be. And that's where you have that opportunity to learn, okay, this is what works for me within my business. And so, as you mentioned, when we're talking to our clients and saying, “here's when you can expect to hear from me.” I'm going to reach out to you every Monday and Thursday of the week so that I can answer any questions that you have or bring you up to speed with where we are in the process. That sets the foundation with your clients and they know that they can expect to hear from you on Monday and Thursday. Here's a caveat, you have to call on Monday and Thursday. And so just following through with that, and I now also make it very clear with my clients, I'm not going to respond to you after hours.
(14:28):
I'm not going to reply to text messages that come in at 9:00 PM p.m. You may hear from me at 5:00 AM a.m. because I'm getting my day started. , aAnd I say it jokingly. It doesn't have to be regimented and stiff, and here are my office hours Monday through Friday, eight to five. Don't call me after that time, but let your clients know, here's why I'm in this business. Here's what's happening in my own life. I have a family. I have a significant other. I want to travel and see the world. Whatever that may look like, share that with them, but also let them know, because I have systems and processes in place, you’ are not going to feel the impact of me honoring what's important to me because I'm still here to serve you.
Speaker 1 (15:06):
Wow. I want to thank you both for being here face -to -face, to share with our members tips that can actually save them mentally, physically, and not lead to burnout if they take any of these strategies and implement them in their lives. And thank you for spending time with us today. 
Thank you for joining us at Drive with NAR, the realtor to realtorREALTOR®-to-REALTOR® series. Tune in every month at magazine.realtor/drive or subscribe wherever you watch your podcast. Find more tips to boost your business at Magazine realtormagazine.realtor.
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