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CAREER MAP AND GAP ANALYSIS FOR SAMANTHA WILDER 

 
CAREER OBJECTIVE 
 
Samantha’s immediate goal is to move into a position that recognizes the full value of her real estate, 
operational, transaction, client-service, and executive-support experience. She is seeking work that provides 
professional fulfillment, appropriate compensation, defined opportunities for growth, and a more sustainable 
division of responsibilities. 
 
She wants to remain connected to real estate while moving beyond being viewed primarily as an 
administrative or personal assistant. Her experience supports positioning her as a real estate operations and 
transaction professional who can manage complex workflows, coordinate multiple parties, protect 
confidential information, support revenue-producing professionals, and keep transactions moving toward 
closing. 
 
CURRENT PROFESSIONAL POSITION 
 
Samantha has progressed significantly in fewer than six years. 

• She entered the real estate industry as a personal assistant in October 2020. 
• She earned her real estate salesperson license in Spring 2021. 
• She earned her broker license in Spring 2024. 

 
She now performs work that extends across several professional functions: 

• Associate broker 
• Transaction coordinator 
• Listing coordinator 
• Closing coordinator 
• Client-services coordinator 
• Real estate administrator 
• Executive assistant 
• Personal assistant 
• Marketing coordinator 
• Vendor coordinator 
• Contract administrator 
• Operations coordinator 

 
Her current responsibilities are broader than the title “administrative assistant” communicates. The title does 
not adequately represent her licensing, contract knowledge, transaction involvement, client communication, 
problem-solving, negotiation, or operational responsibility. 
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PRIMARY PROFESSIONAL VALUE 
 

• Samantha’s strongest value is her ability to see the entire real estate transaction rather than focusing 
only on one administrative task. 

• She understands how contracts, deadlines, clients, attorneys, lenders, inspectors, contractors, agents, 
MLS requirements, earnest money, repair requests, and closing logistics connect. 

• She notices what is missing. 
• She follows up persistently. 
• She creates systems when existing processes are disorganized. 
• She communicates with people who have different priorities. 
• She understands how to move a transaction forward without unnecessarily escalating conflict. 
• She can support both the business and the people behind the business. 
• She has demonstrated exceptional trustworthiness with sensitive financial, personal, legal, and 

business information. 
• She has the motivation and licensing knowledge to advance into a formal operations or management 

role. 
 
CAREER STRENGTHS 
 
Rapid professional progression 
Advancing from personal assistant to salesperson and then broker demonstrates initiative, learning ability, 
discipline, and commitment to the real estate industry. 
 
Comprehensive transaction exposure 
Samantha has experience with listings, contracts, contingencies, earnest money, inspections, surveys, repairs, 
extensions, mutual releases, lender communication, closing attorneys, commissions, remote closings, MLS 
updates, and post-closing follow-up. 
 
Operational mindset 
She does not simply complete assigned tasks. She identifies what is needed, creates systems, organizes 
information, tracks deadlines, and anticipates potential problems. 
 
Client communication 
She serves as a second point of contact and helps clients understand what is happening throughout the 
transaction. 
 
Negotiation and conflict resolution 
She focuses on identifying what is most important to each party and finding solutions that allow the 
transaction to continue. 
 
Confidentiality and discretion 
She has been trusted with highly sensitive personal, financial, medical, legal, property, and business 
information. 
 
Persistence and work ethic 
She identifies personal drive and an unwillingness to be outworked as major differentiators. 
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Adaptability 
She can move between contracts, client questions, scheduling, marketing, personal matters, closing issues, 
and urgent requests. 
 
Critical thinking 
She breaks complex responsibilities into manageable steps and evaluates what must happen next. 
Industry credibility.  
 
Her broker license distinguishes her from candidates who have administrative experience but lack formal real 
estate licensing or transaction knowledge. 
 
PRIMARY NEAR-TERM CAREER PATHS 
 
REAL ESTATE OPERATIONS MANAGER 
 
This is one of the strongest potential directions for Samantha. 
 
Possible responsibilities could include: 

• Managing office or team workflows 
• Supervising transaction and administrative staff 
• Establishing listing and closing procedures 
• Maintaining documentation standards 
• Tracking performance and deadlines 
• Coordinating vendors and service providers 
• Supporting agents and team leadership 
• Managing client-service expectations 
• Maintaining MLS and transaction systems 
• Improving business processes 
• Developing templates, checklists, and procedures 

 
Potential titles include: 

• Real Estate Operations Manager 
• Brokerage Operations Manager 
• Real Estate Office Manager 
• Team Operations Manager 
• Real Estate Business Manager 
• Brokerage Administrator 
• Office and Transaction Manager 

 
TRANSACTION MANAGEMENT 
 
Samantha already performs much of the work associated with transaction coordination. 
 
Potential titles include: 

• Senior Transaction Coordinator 
• Real Estate Transaction Manager 
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• Transaction Operations Manager 
• Contract-to-Close Coordinator 
• Listing and Closing Coordinator 
• Real Estate Contract Administrator 
• Brokerage Compliance and Transaction Coordinator 

 
A transaction-management position would allow Samantha to use her contract knowledge, deadline tracking, 
communication, organizational ability, and broker-level understanding without requiring her to focus primarily 
on sales. 
 
TITLE AND CLOSING SUPPORT 
 
Samantha’s experience communicating with closing attorneys, tracking documents, confirming commissions, 
arranging remote closings, managing earnest money, and coordinating closing schedules may transfer well to 
a title company or real estate closing office. 
 
Potential titles include: 

• Closing Coordinator 
• Real Estate Closing Specialist 
• Title Operations Coordinator 
• Closing Office Administrator 
• Real Estate Settlement Coordinator 
• Client Closing Coordinator 
• Closing Process Manager 

 
She will need to translate brokerage terminology into title and closing terminology and demonstrate that she 
understands the limits between transaction coordination and legal work. 
 
REAL ESTATE LAW-FIRM SUPPORT 
 
Samantha may be a candidate for administrative or operational support within a real estate law firm or closing 
attorney’s office. 
 
Potential titles include: 

• Real Estate Legal Assistant 
• Closing Legal Assistant 
• Real Estate Practice Coordinator 
• Law Office Operations Coordinator 
• Closing Department Administrator 
• Legal Transaction Coordinator 

 
This path may require additional training in legal terminology, law-office document systems, trust-account 
procedures, title work, and legal ethics. Her contract familiarity and experience with closing attorneys provide 
a useful foundation but should not be presented as formal legal experience unless supported by her actual 
duties. 
 



A2 Achieve Career Map & Gap Analysis for Samantha Wilder, pg. 5 

 

EXECUTIVE OPERATIONS SUPPORT 
 
Samantha’s combination of real estate knowledge, confidentiality, financial responsibility, scheduling, 
judgment, and executive support could transfer to a broader executive-operations role. 
 
Potential titles include: 

• Executive Operations Coordinator 
• Executive Business Assistant 
• Senior Executive Assistant 
• Business Operations Coordinator 
• Chief of Staff Assistant 
• Office and Executive Operations Manager 

 
The strongest executive-support opportunities would recognize her as an operations partner rather than 
assign her primarily personal errands. 
 
MEDIUM-TERM CAREER PATHS 
 
Within one to three years, Samantha could work toward: 

• Director of Real Estate Operations 
• Brokerage Office Manager 
• Transaction Department Manager 
• Closing Operations Manager 
• Real Estate Client Experience Manager 
• Brokerage Compliance Coordinator 
• Senior Executive Operations Manager 
• Real Estate Team Administrator 
• Training and Process Coordinator 
• Operations Manager for a builder, developer, mortgage company, or property-management company 

 
LONG-TERM CAREER PATHS 
 
With additional leadership, financial, technology, and management experience, Samantha could eventually 
pursue: 

• Director of Operations 
• Regional Brokerage Operations Manager 
• Real Estate Business Consultant 
• Independent Transaction Coordination Business Owner 
• Real Estate Team Operations Consultant 
• Director of Client Experience 
• Brokerage Compliance Manager 
• Chief of Staff for a real estate company or producing team 
• Owner of a real estate support-services company 
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She has stated that she does not currently want to serve as an operating broker. Her broker license can still 
strengthen her authority and credibility in operations, transaction management, compliance support, and 
brokerage administration. 
 
CAREER GAPS AND DEVELOPMENT NEEDS 
 
MEASURABLE RESULTS 
 
Current gap: 
Samantha has described extensive responsibilities and meaningful improvements, but few measurable 
numbers are available. 
 
Why it matters: 
Operations and management employers will want evidence of volume, accuracy, efficiency, revenue support, 
client service, and reliability. 
 
Information to develop: 

• Number of transactions supported 
• Annual sales volume supported 
• Number of listings managed 
• Number of clients served 
• Number of active transactions managed simultaneously 
• Percentage of on-time closings 
• Number of transaction files maintained 
• Number of agents supported 
• Number of open houses and showings 
• Amount of expenses tracked 
• Time saved through new systems 
• Number of problems or delays prevented 

 
Recommended action: 
Collect estimates from transaction records, MLS history, calendars, Dotloop files, closing schedules, and 
annual production reports. 
 
FORMAL TITLE ALIGNMENT 
 
Current gap: 
Her current title does not appear to reflect the level of work she performs. 
 
Why it matters: 
Employers may underestimate her if they see only “administrative assistant” or “personal assistant.” 
 
Recommended positioning: 

• Associate Broker | Real Estate Operations and Transaction Support 
• Real Estate Operations and Transaction Coordinator | Associate Broker 
• Associate Broker | Listing, Contract and Closing Operations 
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The resume should remain truthful while using a functional title that accurately explains the scope of the 
work. Samantha should be prepared to explain the difference between her internal title and actual 
responsibilities during interviews. 
 
FORMAL MANAGEMENT EXPERIENCE 
 
Current gap: 
Samantha has informally led transactions, supported agents, coordinated vendors, and taken charge during 
high-pressure situations, but formal employee-supervision experience has not been established. 
 
Why it matters: 
Office manager and operations manager positions may require direct supervision, performance management, 
delegation, hiring, onboarding, or staff development. 
 
Recommended action: 
Document any examples of: 

• Training agents or staff 
• Assigning tasks 
• Reviewing others’ work 
• Setting procedures 
• Managing schedules 
• Leading meetings 
• Coordinating contractors 
• Handling conflict 
• Stepping in when leadership was unavailable 

 
Future positions should give her opportunities to supervise at least one employee, contractor, intern, or 
transaction support professional. 
 
FINANCIAL AND BUSINESS OPERATIONS 
 
Current gap: 
Samantha has experience paying bills and tracking expenses, but her proficiency with bookkeeping, accounting 
software, budgeting, reconciliations, accounts payable, accounts receivable, and financial reporting is not yet 
clear. 
 
Why it matters: 
Many office manager and operations manager positions include financial oversight. 
 
Recommended development: 

• Advanced Excel 
• Basic bookkeeping principles 
• Accounts payable and accounts receivable processes 
• Budget tracking 
• Expense reporting 
• Financial reconciliation 
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• Profit-and-loss statement familiarity 
• QuickBooks or comparable business accounting software 

 
She does not need to become an accountant, but stronger financial-operations language would expand her 
opportunities. 
 
TECHNOLOGY RANGE 
 
Current gap: 
Dotloop, DocuSign, Valley MLS, and Excel have been identified, but additional software experience is unclear. 
 
Why it matters: 
Operations positions frequently require comfort with multiple systems. 
 
Recommended development: 

• Advanced Excel functions 
• Microsoft Word and Outlook 
• Google Workspace 
• Customer relationship management systems 
• Task and project-management software 
• Digital file-management platforms 
• Canva or marketing software 
• Basic reporting dashboards 
• Accounting or expense-management software 

 
Samantha should document the programs she already uses before enrolling in unnecessary training. 
 
PROCEDURE AND POLICY DEVELOPMENT 
 
Current gap: 
Samantha has created systems, but the exact tools and procedures have not been documented. 
 
Why it matters: 
Operations managers are expected to create repeatable processes rather than relying only on personal 
memory. 
 
Recommended action: 
Create a redacted professional portfolio containing examples such as: 

• New-listing checklist 
• Contract-to-closing checklist 
• Closing calendar 
• Inspection and repair tracker 
• Earnest money tracker 
• First-right-of-refusal tracker 
• MLS status checklist 
• Closing reminder template 
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• Remote closing procedure 
• Vendor contact list 
• Client communication schedule 
• Property expense tracker 

 
These examples would demonstrate that she can create scalable business systems. 
 
COMPLIANCE AND RISK MANAGEMENT 
 
Current gap: 
Samantha works with contracts and required transaction documents, but the extent of her formal brokerage-
compliance responsibilities is unclear. 
 
Why it matters: 
A broker license can make compliance knowledge one of her strongest advantages. 
 
Recommended development: 

• Document her role in checking signatures, dates, initials, disclosures, addenda, contingency deadlines, 
MLS status, record retention, earnest money documentation, and required brokerage files.  

• Identify which responsibilities are completed independently and which are reviewed by the qualifying 
broker or attorney.  

• Avoid describing administrative contract support as legal advice. 
 
LEADERSHIP EXAMPLES 
 
Current gap: 
Samantha describes herself as decisive, proactive, supportive, and results-driven, but she needs specific 
leadership stories. 
 
Recommended action: 
Prepare examples involving: 

• A transaction that was at risk 
• A conflict between parties 
• A difficult client 
• A missed or changing deadline 
• An unavailable agent or team member 
• A contractor who failed to perform 
• A closing that required rapid coordination 
• An agent who needed help or training 
• A process that was disorganized 
• A confidential issue requiring judgment 

 
Each story should explain the problem, Samantha’s actions, the people involved, and the outcome. 
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PRIOR EXPERIENCE DOCUMENTATION 
 
Current gap: 
Her Safe Kids Worldwide and Huntsville Hospital experience is not developed. 
 
Why it matters: 
This role may demonstrate education, public communication, program coordination, healthcare exposure, 
community outreach, regulated-environment experience, and service. 
 
Recommended action: 
Confirm the job title, dates, programs, responsibilities, audiences, partnerships, presentations, events, and 
measurable community impact. 
 
EDUCATION DETAILS 
 
Current gap: 
The exact associate degree title and graduation year are uncertain. 
 
Recommended action: 
Confirm the degree through a transcript, diploma, or Calhoun Community College record. 
 
LINKEDIN AND PROFESSIONAL VISIBILITY 
 
Current gap: 
No LinkedIn profile was provided. 
 
Why it matters: 
Recruiters frequently compare resumes with LinkedIn profiles, particularly for management and professional-
support positions. 
 
Recommended profile direction: 
 
Headline: 
Associate Broker | Real Estate Operations | Transaction Coordination | Contract-to-Close Management | 
Client and Executive Support 
 
The profile should emphasize operational leadership, transaction knowledge, process improvement, client 
communication, discretion, and broker-level industry understanding. 
 
TARGETED RESUME STRATEGY 
 
Samantha should maintain one comprehensive working resume and create separate targeted versions. 
 
Real Estate Operations Resume 
Primary emphasis: 

• Office operations 
• Process improvement 
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• Systems 
• Agent support 
• Vendor management 
• Leadership 
• Client experience 
• Transaction oversight 

 
Transaction and Closing Resume 
Primary emphasis: 

• Contracts 
• Contingencies 
• Deadlines 
• Dotloop 
• MLS 
• Earnest money 
• Inspections 
• Repairs 
• Lenders 
• Closing attorneys 
• Remote closings 
• Document management 

 
Title Company or Law Firm Support Resume 
Primary emphasis: 

• Closing coordination 
• Document accuracy 
• Deadline management 
• Attorney communication 
• Confidentiality 
• Client communication 
• Settlement preparation support 
• File management 

 
Executive Operations Resume 
Primary emphasis: 

• Confidential information 
• Scheduling 
• Financial administration 
• Problem-solving 
• Executive support 
• Business operations 
• Vendor coordination 
• Independent judgment 
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TARGET KEYWORDS 
 

• Real Estate Operations 
• Brokerage Operations 
• Transaction Management 
• Transaction Coordination 
• Contract Administration 
• Contract-to-Close 
• Listing Management 
• Closing Coordination 
• MLS Administration 
• Document Compliance 
• Contingency Tracking 
• Earnest Money 
• Inspection Coordination 
• Repair Coordination 
• Closing Calendar 
• Title Company Coordination 
• Closing Attorney Communication 
• Lender Communication 
• Vendor Management 
• Client Relations 
• Process Improvement 
• Workflow Development 
• Executive Support 
• Confidential Information 
• Expense Tracking 
• Property Research 
• Comparative Market Analysis 
• Conflict Resolution 
• Negotiation 
• Deadline Management 
• Record Management 
• Marketing Coordination 
• Client Experience 

 
INTERVIEW POSITIONING 
 
Samantha should not describe herself only as someone who “helps two agents.” 
 
A stronger explanation is: 
“I entered real estate in 2020 in a personal-assistant role, but my responsibilities quickly expanded. I earned 
my salesperson license in 2021 and my broker license in 2024. Today, I support two leading North Alabama 
producers by coordinating listings and transactions from initial preparation through closing. I manage 
contracts, contingencies, documentation, MLS updates, inspections, repairs, lenders, closing attorneys, clients, 
vendors, and closing schedules. I have also created systems that make our process more organized and give 
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clients a dependable second point of contact. I am now ready to move into a formal real estate operations or 
transaction-management position with room to grow.” 
 
WORK-ENVIRONMENT FIT 
 
Samantha is likely to perform best in an environment that provides: 

• Clear authority and responsibilities 
• Defined professional boundaries 
• Recognition of her broker-level knowledge 
• Appropriate compensation 
• Opportunities for advancement 
• Work that produces visible results 
• Leadership that values initiative 
• A team that communicates directly 
• The ability to improve inefficient systems 
• Independence in managing responsibilities 
• A professional rather than primarily personal-assistant identity 

 
She is likely to become frustrated in a position that: 

• Uses her as a catch-all employee without defining priorities 
• Assigns substantial personal work without appropriate compensation 
• Provides no advancement path 
• Expects constant urgency without adequate staffing 
• Does not recognize her licensing or transaction knowledge 
• Requires busywork with no clear purpose 
• Allows inefficient processes to continue without improvement 
• Relies on her loyalty without giving her professional authority or recognition 

 
IMMEDIATE ACTION PLAN 

• Complete the targeted follow-up questionnaire. 
• Confirm her exact degree and graduation date. 
• Confirm her license titles, dates, numbers, and status. 
• Calculate transaction volume and annual production supported. 
• Identify three examples of transactions she helped save or improve. 
• Document the systems, spreadsheets, checklists, and procedures she created. 
• Collect positive client, attorney, lender, vendor, and agent feedback. 
• Create a LinkedIn profile aligned with real estate operations. 
• Identify five to ten job postings that represent the type of work she wants. 
• Compare the repeated qualifications in those postings with her current skills. 
• Create separate resumes for real estate operations, transaction management, and closing or title 

support. 
• Develop five interview stories showing organization, negotiation, leadership, discretion, and crisis 

management. 
• Clarify her minimum compensation, preferred schedule, commute range, and professional boundaries 

before beginning interviews. 
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OVERALL ASSESSMENT 
 
Samantha is not beginning a career change from the ground level. She already possesses a strong combination 
of broker licensing, real estate transaction knowledge, contract familiarity, client service, confidential 
executive support, operational organization, and persistent problem-solving. 
 
Her primary challenge is not a lack of experience. Her primary challenge is translating a broad, informal, and 
possibly undervalued role into language that allows employers to understand the professional level at which 
she is already operating. 
 
The most important next step is to add measurable evidence to her experience. Once transaction volume, 
sales volume, systems created, deadlines managed, clients supported, and problems prevented are 
documented, Samantha should be positioned as a competitive candidate for real estate operations, 
transaction management, brokerage administration, title or closing coordination, and selected executive 
operations positions. 
 
 


