
T H E  A G E N C Y  F I E L D  G U I D E
WATERLOO | OAKVILLE |  MUSKOKA | BRANT COUNTY | YORK REGION | TORONTO WEST | HALIFAX | NIAGARA





M E E T  Y O U R  T E A M



L E A D E R S H I P 

+ OWNERS/FOUNDERS/BROKERS/MANAGING PARTNERS

KATIA BAILEY STEVE BAILEY ISABEL PINHEIRO

+ MANAGING BROKER & DIRECTOR OF CAREER DEVELOPMENT

VICTORIA NEIL



+ THE AGENCY WATERLOO REGION 

TINA GOLDRICK
MANAGING DIRECTOR

O F F I C E  L E A D E R S H I P

+ THE AGENCY MUSKOKA

HOLLY CARROLL
MANAGING DIRECTOR



+ THE AGENCY OAKVILLE 

CARLOS CLAVERO
MANAGING DIRECTOR

CHRISTINA CLAVERO
MANAGING DIRECTOR

DAVID BAKOWSKY
MANAGING DIRECTOR

+ THE AGENCY BRANT COUNTY

+ THE AGENCY YORK REGION

NIUSHA WALKER
MANAGING PARTNER

ISABEL PINHEIRO
MANAGING PARTNER

VICTORIA NEIL
MANAGING BROKER

JASSI BAJWA
MANAGING DIRECTOR



+ THE AGENCY TORONTO WEST

PAUL GREENBERG
MANAGING PARTNER

JAMES MILONAS
MANAGING DIRECTOR

+ THE AGENCY HALIFAX

CAIT BANKS
MANAGING PARTNER

MEGAN LANDRY
MANAGING DIRECTOR

JAMES GOODE
MANAGING DIRECTOR

+ THE AGENCY NIAGARA

JODIE ERWIN
MANAGING PARTNER

STEPHEN CANJAR
PARTNER & MANAGING 

DIRECTOR



S A V A N N A H  M O O R E
Agent Experience Manager (AEM) | Muskoka
Listings | Showings | Office Procedures 
Savannah.Moore@TheAgencyRE.com

A M A N D A  D U N C A N
Transaction Account Manager (TAM)
Commissions | Deals 
Amanda.Duncan@TheAgencyRE.com

F I O N A  C H A N
Agent Experience Manager (AEM) | York Region
Listings | Showings | Office Procedures
Fiona.Chan@TheAgencyRE.com

V I C T O R I A  B A I L E Y
Agent Experience Manager (AEM) | Waterloo Region & Niagara
Listings | Showings | Office Procedures 
Victoria.Bailey@TheAgencyRE.com

S TA F F  M E M B E R S
A D M I N

L A U R A  B A N K S
Agent Experience Manager (AEM) | Halifax
Listings | Showings | Office Procedures
Laura.Banks@TheAgencyRE.com

A N A  J E S U S
Chief Agent Experience Manager
Ana.Jesus@TheAgencyRE.com

J A M I E  Q U A N T R E L L
Chief Transaction Account Manager (TAM)
Commissions | Deals 
Jamie.Quantrell@TheAgencyRE.com

Z H A R N E  T A Y L O R
Agent Experience Manager (AEM) | Oakville
Listings | Showings | Office Procedures 
Zharne.Taylor@TheAgencyRE.com

A N D R E A  R A M I R E Z
Agent Experience Manager (AEM) | Toronto West
Listings | Showings | Office Procedures
Andrea.Ramirez@TheAgencyRE.com

K R I S T I  D I G N A R D
Transaction Account Manager (TAM) 
Agent Experience Manager (AEM) | Waterloo Region & Brant County
Commissions | Deals | Listings | Showings | Office Procedures
Kristi.Dignard@TheAgencyRE.com



N I K K I  V A N D E R W A L
Social Media Coordinator
Instagram | Facebook
Nikki.Vanderwal@TheAgencyRE.com

S A V A N N A H  M O O R E
Agent Experience Manager (AEM) | Muskoka
Email Newsletters | TikTok
Savannah.Moore@TheAgencyRE.com

K A Y L A  M O L L I N S
Marketing Account Manager (MAM)
Graphic Design for Digital & Print
Kayla.Mollins@TheAgencyRE.com

S TA F F  M E M B E R S  |  M A R K E T I N G
PLEASE EMAIL MARKETING.ONNS@THEAGENCYRE.COM 
FOR ANY MARKETING INQUIRIES OR REQUESTS.

R A C H E L  W I L L I A M S
Chief Marketing Account Manager (MAM)
Graphic Design for Digital & Print | Instagram | Facebook
Rachel.Williams@TheAgencyRE.com



N E E D  AS S I STA N C E  A F T E R  H O U R S ?
W E ’ V E  G O T  YO U  C O V E R E D !
AfterHours.ON@TheAgencyRE.com
AfterHours.NS@TheAgencyRE.com

PLEASE EMAIL: 



A V A I L A B L E  T O O L S 
&  R E S O U R C E S



AG E N T  P R O D U C T I V I T Y  T O O L  ( A P T )
The Agency Productivity Tool (or APT) is our new software platform that includes a CRM, listing 
management system, digital marketing tools, open house registration system, and stay-in-touch 
tools like drip campaigns and market reports.

A C C E S S  A P T L E A R N  M O R E  T H R O U G H  T H E  A G E N C Y  U N I V E R S I T Y

https://apt.theagencyre.com/AGY/login.zul
https://theagencyuniversity.docebosaas.com/learn/global-search/APT


T H E  AG E N CY  U N I V E R S I T Y
LEARNING LIBRARY & VIDEO REPOSITORY
The Agency University is your eternal learning resource. Videos to learn immediately, booklets and 
step-by-step guides, and whole training modules and learning paths to get you where you want to be.

A C C E S S  T H E  A G E N C Y  U N I V E R S I T Y

https://theagencyuniversity.docebosaas.com/learn/signin
https://theagencyuniversity.docebosaas.com/learn/course/125/creative-center-overview?generated_by=17752&hash=f208f2410b538b034ce0b12f968c2601e6c44576
https://theagencyuniversity.docebosaas.com//lms/index.php?r=coursepath/deeplink&id_path=14&hash=c9b06670da9e7608da8f310b4c396d54b46f2302&generated_by=17752
https://theagencyuniversity.docebosaas.com/pages/42/go-agents
https://drive.google.com/drive/u/0/folders/1Jms6y6W_ECgbv9MD-gBX6iXQWNMYzoye
https://drive.google.com/drive/u/0/folders/15lNPZkoNvCGD81HAGle--fmR5-EuEc6g


C R E AT I V E  C E N T E R
AD | BROCHURE | DOORKNOCKER |  LISTING PRESENTATION | LISTING SHEET | SOCIAL MEDIA | STATIONARY | AND MORE!
Our marketing design platform where agents and staff can create beautifully designed marketing assets for their listing in a matter of seconds. 
The platform is incredibly simple and easy to use all while creating designs that’ll wow your clients.

A C C E S S  T H E  C R E A T I V E  C E N T E R L E A R N  M O R E  T H R O U G H  T H E  A G E N C Y  U N I V E R S I T Y

136 CHURCH STREET  |  OAKVILLE, ON L6J 1M9

©2023 UMRO Realty Corp., dba The Agency. Registered service marks all rights reserved. The Agency fully supports Equal Housing Opportunity laws. CalDRE #01904054. LUXURY REAL ESTATE AT THEAGENCYRE.COM

2 2 1  A S C O T  P L A C E

H E I D I  R I D D E L L
SALES REPRESENTATIVE
HEIDI RIDDELL@THEAGENCYRE.COM
905.464.6221

BURLINGTON  |  $2,399,000
5 BEDROOMS  |  4 BATHROOMS  |  2,000 SQ. FT. 

Peaceful Court Living in Aldershot
Featured in Living Luxe Magazine’s Kitchen and Bath Issue 2023! Experience the ultimate in peaceful and tranquil living on a serene court in
the highly desirable Aldershot community. This stunning custom-built bungalow boasts 3 + 2 spacious bedrooms and 3 + 1 luxurious
bathrooms, offering a generous total of 4,000 square feet of stylish living space. Step into your dream home, built in 2022 with soaring 11 ft
ceilings throughout the main floor, providing an open and updated living experience.

JUST LISTED

https://creative.theagencyre.com/wp-admin/admin.php?page=the_agency_marketer#/dashboard
https://theagencyuniversity.docebosaas.com/learn/course/125/creative-center-overview?generated_by=17752&hash=f208f2410b538b034ce0b12f968c2601e6c44576


F E AT U R ES  O F  T H E  C R E AT I V E  C E N T E R

Need help with your design? Click the Get Help button and an email with the link to your project will be sent to marketing.onns@theagencyre.com

OUR LIBRARY OF TEMPLATES IS 
CONSTANTLY BEING UPDATED

Available Assets for Digital & Print:

Print Ad
Brochure

Business Card
Buyer Guide
Comp Report
Doorknocker

Drip Campaign
Floor Plan

Holiday Card
Listing Presentation

Listing Sheet
Market Report

Postcard Mailer
PR

Recruiting
Seller Guide
Seller Report

Signage
Social Media
Stationary

The Agency Welcomes

USE THE LEFT SIDEBARS TO NAVIGATE
AVAILABLE TEMPLATES

Filters Include:
Asset Type

Social: Feed or Story
Category: Agent or Listing

Style: Bold, Classic or Minimalist
Number of Agents: 1-3 or Team

Number of Listings: 1-8
Format: Digital or Print

SYNCING TO CONNECT

Listings in the Creative Center are 
synced from Connect, making it easier 

to access listing photos and details.

THE AGENCY BRANDING 

Colours, Fonts and Logos are 
pre-loaded to ensure each marketing 
piece follows our brand guidelines.

MY PROJECTS

This is where all of your designs
are stored - for your eyes only.

TIP: Remember to name each file 
by opening the design and clicking 

on the title.



M A R K E T I N G  P O RTA L
The marketing portal is your personal connection to The Agency's marketing, creative and public relations team. 
Here you'll find everything you need to stay on the cutting-edge of the real estate industry.

A C C E S S  T H E  M A R K E T I N G  P O R T A L

S E R V I C E S
+ P R O P E R T Y  M A R K E T I N G

+  A G E N T  M A R K E T I N G

I M P O R T A N T  L I N K S

R E S O U R C E  L I B R A R Y
+ P U B L I S H E D  M A T E R I A L S

+  T I P S  &  G U I D E S
+  S O C I A L  M E D I A  L I B R A R Y

+  M A G A Z I N E

C R E A T I V E  C E N T E R

https://marketing.theagencyre.com/


AC T I V E P I P E
EMAIL CAMPAIGNS
We have integrated ActivePipe with listing and contact data from Connect to easily create email campaigns. 
These campaigns can be for listings as well as general emails and newsletters to contact groups.

A C C E S S  A C T I V E P I P E L E A R N  M O R E  T H R O U G H  T H E  A G E N C Y  U N I V E R S I T Y

https://live.activepipe.com/dashboard
https://theagencyuniversity.docebosaas.com/learn/course/2/activepipe-101?generated_by=17752&hash=841ae27a39f277527101bb1216c2610cf86322c9


F E AT U R ES  O F  AC T I V E P I P E

Need an eblast created? Email Savannah at marketing.onns@theagencyre.com

OUR LIBRARY OF TEMPLATES IS 
CONSTANTLY BEING UPDATED

Available Templates:

New Agent Announcement
Buyer Needs
Testimonials

New & Sold Listings
Open House
On The Move

Experience The Agency Difference
The Agency Magazine
Press Announcement
Buying Beverly Hills

Happy Birthday
Warmest Wishes

Events
and More!

THE AGENCY BRANDING 

Colours, Fonts and Logos are 
pre-loaded to ensure each eblast

follows our brand guidelines.

SYNCING TO CONNECT

Listings in ActivePipe are synced from 
Connect, making it easier to 

access listing photos and details.

CAMPAIGN ANALYTICS

Campaign reports are available for 
each eblast sent. Metrics include:

Bounce Rate
Delivery & View Rate

Interaction & Click Rate
Viewed on Mobile or Desktop

CUSTOM EBLASTS

Each eblast can be customized.
Additional fields include:

Choice of The Agency Fonts
Text

Image
Multiple Properties

Page Elements: Line, Button, Spacer
Media: Social, Video



R E A L F O R C E
SELF-SERVE DIGITAL/SOCIAL MEDIA ADS
Automated, targeted digital ads for your listings through Realforce. This tool runs through the APT platform.

L E A R N  M O R E  T H R O U G H  T H E  A G E N C Y  U N I V E R S I T Y

https://hello.theagencyre.com/t/i-l-fejdlt-tuwyhdyv-t/


T H E  AG E N CY  B R O K E R AG E  G O O G L E  D R I V E

A C C E S S  G O O G L E  D R I V E

Resource for agents within the Waterloo Region, Oakville, Muskoka, Brant County, York Region, Toronto West, Halifax & Niagara offices.
Download the Mobile App for easier access to content.

BROCHURES EVENT PHOTOS & VIDEO MARKETING & LISTING GUIDES

LOGOS FOR PRINT & DIGITAL POSTCARD SAMPLES RULES & SAYINGS

SOCIAL MEDIA ASSETS THE AGENCY FIELD GUIDE VIDEOS

https://drive.google.com/drive/folders/0AHKGNHx4EhD3Uk9PVA


+ MARKETING & LISTING GUIDES

A C C E S S  G U I D E S

Our Guides:
Brand Standards

ActivePipe
AgencyConnect

Brand Book
Headshot Guide

Listing Copy Guidelines
Personal Branding

Signage
And More!

https://drive.google.com/drive/folders/1OZPIUPzAcpzaPF-k385Hh3z22_wb0sHX?usp=drive_link


M A R K E T I N G
&  S O C I A L  M E D I A



D O  YO U  R E Q U I R E  AS S I STA N C E
W I T H  A N Y  O F  T H E  F O L L O W I N G ?
• Featuring your listings on corporate office 

accounts (Instagram, Facebook, TikTok)
• Custom social media graphics
• Listing sheets
• Property brochures
• Signage and billboard mockups
• Postcards and client cards
• Presentation materials
• Property eblasts
• Market statistics
• Holiday social media assets
• Branded stationery
• Additional creative assets

Email Marketing.ONNS@TheAgencyRE.com
and a member of our marketing team will be 
happy to assist.

+ MARKETING & SOCIAL MEDIA



LOOKING FOR YOUR LISTING OR CONTENT TO BE FEATURED? EMAIL NIKKI AT MARKETING.ONNS@THEAGENCYRE.COM

What Can Be Featured?
Listings | Testimonials | Client Success Stories | Agency Sponsored Events | Interviews

Content Must Follow The Agency Brand Guidelines & Must Be Submitted in High-Resolution

+ INSTAGRAM & FACEBOOK

O U R  L O CA L  AC C O U N T S  |  F O L L O W,  L I K E ,  C O M M E N T  &  S H A R E !



+ TIKTOK

O U R  L O CA L  AC C O U N T S  |  F O L L O W,  L I K E ,  C O M M E N T  &  S H A R E !

LOOKING FOR YOUR LISTING OR CONTENT TO BE FEATURED? EMAIL SAVANNAH AT MARKETING.ONNS@THEAGENCYRE.COM

What Videos Can Be Featured?
Listings | Client Success Stories | Agency Sponsored Events | Interviews

Content Must Follow The Agency Brand Guidelines & Must Be Submitted in High-Resolution



+ SOCIAL MEDIA

S O C I A L  M E D I A  FAQ
 
Can I share other Agency listings from across the globe? 
Yes!! Just remember to tag the listing agent and use their       
original images and caption.

I need a custom social post made, who can I contact? 
Email marketing.onns@theagencyre.com with your request
or browse the available templates in the Creative Center.

STAY I N G  R E L E VA N T  W I T H  O U R
S O C I A L  M E D I A  L I B R A RY
We provide monthly assets for most national holidays and Agency 
events such as build days and Forum along with other special 
announcement such as The Agency Magazine release. We also have 
many Agency branded posts that incorporate our Rules and culture.

Head to our Dropbox and browse each folder, such as Important 
Dates/Holidays, Market Stats, Office Announcements, Spotify, Rules 
and Sayings, Videos, Magazine, Buying Beverly Hills and more!

A C C E S S  S O C I A L  A S S E T S

https://drive.google.com/drive/folders/1LHZ2BJ5BcQuUhUVHJbnDaYDNMrF_j8rS?usp=drive_link


L I S T I N G  &  M A R K E T I N G
T U R N A R O U N D  T I M E S



+ MARKETING

Template Designs
Generally require 1-2 business days to complete, depending on 
the task and current volume of requests.

Custom Designs
Generally require 5-10 business days to complete, depending on 
the task and current volume of requests.

Note: It is important to include all copy, specs, and images in 
order to launch the project.

Print Ads
Turnaround times vary based on the content and publication, 
but if this is a one-time ad for a listing or branding piece, we 
recommend 5-10 business days of design time after the media is 
booked.

For a tighter turnaround, check out the templates on Creative 
Center to get the draft quicker.

Note: Ensure you have the print-ready file BEFORE either sending 
it to the printer or leaving your house to take it to the printer.

Rush Timelines
Need something sooner? We can always make something happen. 
Just reach out and we will walk through the best solutions for 
your immediate needs.

Need a design? 
marketing.onns@theagencyre.com



+ LISTINGS

Listing paperwork, pictures, tours, and floor plans 
should all be emailed to your AEM 24 hours before 
a listing goes live. 

Incomplete data forms will be returned to the 
listing agent and need to be completed before the 
listing can be activated.

A draft will be emailed to the listing agent for final 
approval before it is activated. Ensure to review, 
email any changes needed and confirm you would 
like the AEM to activate.

If a listing is being inter-boarded, some boards 
require 48 hours' notice. Make sure you have 
provided the correct Data form and made payment 
before the listing day.

Relists still require 24 hours' notice with the new 
listing agreement and data forms and a fully signed 
cancellation, signed by Katia Bailey.

Forms Required:
• Listing Agreement
• Entry Access
• Open House and Lockbox form
• Surveillance and Audio form
• Data Forms (one for each board you would like 

to list on)
• Sellers Direction
• Disclosure (if required)
• Fintrac
• WWR
• Showing Instructions page 



Q U E S T I O N S ?
Y O U  K N O W  H O W  T O  R E A C H  U S .

YOUR AEM IS YOUR FIRST LINE OF DEFENSE


