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Electrical & 

Automation Services

Moods Plumbing Glen Innes Glass

JMW Electrical Sharp Plumbing
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Q&A WEBINAR

Friday 10th March
Auckland, Systems 

BOOTCAMP

Christmas Close 
Dates

JAN

19th
PHONE

CALL 

THURSDAY

18th January

23rd December 16 – 9th

January 17

10 Minute Tactic

Monday 9th Jan 2017
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The Problem
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The Opportunity 
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Johnny Gardner
Inline Plumbing
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Break Even  =   Fixed Costs

Gross Profit Margin

e.g. Office Manager  =   $50,000 

Gross Profit 40%

Office Manager  =   $50,000 

40%

= $125,000 per year

= $10,416 per month

= $2,404 per week
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Job Management Software…
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The How 
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XYZ Plumbing - Job Description - Office 

Administrator 

Overview: - 

We are excited about providing the highest quality service in all our plumbing and drainlaying, 

solar and gas fitting projects from maintenance work through to construction.   

We aim to employ only the most highly motivated team members where the overall quality 

and pride in our work are the key factors to providing this service. 

Position Overview: - 

 Position Status:  Office Assistant. 

 Reporting Relationships: Director/Owners - Frank and Debra Thomas, Office Manager 

- Maree Greely, Supervising Project Manager -  Jared Stevens 

 Liaise with: Office staff and other team members and clients. 

 Expected hours of work:  8.30 - 5pm.  A lunch break will be taken at 12.30 or 1.00pm 

for thirty minutes. 

 Expected Contract Rate: Negotiable, dependent upon demonstrated ability and 

previous experience. 

Role: - 

To assist the Director/Owners, Office Manager in ensuring allocated office activities are 

completed in a timely, accurate and professional manner. 

Responsibilities: - 

1. Turn up to work at the correct time taking lunch breaks, (as above), to be staggered with 

Office Manager to ensure phones continue to be answered. 

2. Be well presented in regard to clothing and personal grooming at all times. 

3. Be polite, courteous and friendly at all times. 

4. Carry out all work as instructed by the Office Manager, Director/Owners and/or Project 

Manager in the expected time frame. 

5. Make sure that your site is safe at all times, (according to OSH regulations).  

6. It is expected that you will abide by the ‘House Rules’ and the ‘Rules of the Game’ of XYZ 

Plumbing. 

7. Have fun, enjoy and be proud of what you achieve in your working day. 

8. If you need time off, then you must give 2 weeks’ notice minimum to your Manager.  

(Acceptance of leave is at the discretion of the Director) 

XYZ Plumbing - Job Description - Office 

Administrator 

Overview: - 

Key Performance Indicators: -

1. All tax obligations paid on time and accurately filed.

2. Communicating effectively (in both articulation and listening), with the Managing

Director/Owners and Project Manager (when appropriate) to highlight any potential

problems or concerns with staff, workload quality or client relations.

3. Be punctual on arrival to and from work. You will provide a high level of Customer Service at

all times.

4. The ability to demonstrate a willingness to share expertise.

5. Tasks complete in timely and accurate manner.

6. Accounts paid on time

7. Follow XYZ Plumbing Debtors Procedure

8. Accounts receivable overdue, plus 7 days, less than 5%

9. 95% of Enquiry Scripts correctly completed

10. Newsletter sent every quarter

11. 95% of quotes followed up with 1 day of sending

12. All invoices created and sent within 2 days of job completion
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Monthly Tasks 
 In the first week of the month start to burn monthly educational CD’s to all clients by the end of the month. 
 At the end of each month send Michelle at Basketique a list of client birthdays for the next month, with name, date of birthday and address to send gift to. 
 Set up Calendly link for 15 minute calls and send email to all clients requesting them to book a spot to catch up with Damon, the Monday 1week prior to when 

they are in the calendar, usually 2nd to last week of the month 
 After Damon has completed 15 min calls the “client wins” need to be sent to all existing clients 
 Accounts payable for the 20th of the month 
 Profit and Loss report and Cash Flow reports for both Exodus and Bower Enterprises for Tony  
 Towards the end of the month set up direct debit payments on Westpac banking for the following month 
 In Payment Express check credit card payments have enough re-occurring sessions so that payments aren’t missed 
 Friday before a Q & A webinar (usually on a Thursday), set up webinar and send invitations to all clients to attend, then on the Wednesday prior to webinar 

resend invitation to those who haven’t registered  
 Diarise the Visa card due date and Mastercard due dates to Tony’s calendar to remind him he needs to pay this on time. 
 

 

 

Bi Monthly Tasks 
 GST audit report, lundy adjustment, process return on MYIRD website 

 

Annual Tasks 
 Prepare annual accounts for the accountant 
 WOF and services for Tony’s car 
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Admin Manual – 2016 

Contact details 
 

Physical Address: 

 Level 1, 851 Victoria Street 

 Hamilton 

 

Postal Address:  

 P O Box 7177 

 Hamilton East 

 Hamilton 3247 

 

Phone number: 

 07 859 3425 

Fax number: 

 07 859 3426 

 

Mobile contacts: 

 Tony – 021 499 809 

 Richelle – 021 141 4435 

 Damon – 027 339 0914 

 Nick – 027 579 0055 

 Matt – 022 186 1166 

Bronwyn – 021 115 4634 

  

Email addresses: 

 tony@profitabletradie.com 

 damon@profitabletradie.com 

 richelle@profitabletradie.com 

nick@profitabletradie.com 

matt@profitabletradie.com 

info@profitabletradie.com(redirected to Damon) 

 

Website 

 www.ourbusinesscoach.co.nz Old website but is still live 

 www.plumberscoach.co.nz 

 www.profitabletradie.com 

 

Business Coaching Business 

Exodus Trust T/A Profitable Tradie – Previously known as Plumbers Coach or Extend Business 

coaching 

 

Rental property business 

Important Login Details 
 

Marketing Platforms Office Supplies  Office Software - Logins 

Adwords 

plumberscoach@gmail.com 

extend30 

Accor Hotels Login Details 

tony@plumberscoach.co.nz 

extend30 

Loyalty Number 

3081031894595025 

 

Builders Profitable Marketing 

Login 

https://buildersprofitablemark

eting.sharefile.com/login.aspx 

tony@plumberscoach.co.nz 

password:    Cashflow30 

  Plumbers Coach website 

Admin login 

U: jessabbott 

P: extend30 

Basecamp.com 

tonyfraser-jones 

extend30 

Amazon  

Username: 

richelle@plumberscoach.co.nz 

Password: extend30 

Camtasia Serial Key 

5ZVEBZCKMAZBPB9HTLT9WM

9F2 

Below is your SMS Account 

details – to send bulk texts 

Please login at 

http://sms.onewaysms.co.nz 

Username : jessabbott 

Password : extend30 

Bulk KitKats 

www.lolliesonline.co.nz 

tony@profitabletradie.com  

PW:extend30 

Digital Marketer 

http://www.DigitalMarketer.c

om/login  

Username: tony@ourbusine

sscoach.co.nz  

Password: rZhmm6ZW 

ChatRoll 

Username: PlumbersCoach 

Password: extend30 

Email: 

info@plumberscoach.co.nz 

Case Media – CD sleeves 

rachel@ourbusinesscoach.co.

nz  

Password: extend30 

 

DISCUS online 

discusonline.com  

731D0FAD 

extend30 

New Zealand University 

Career Hub 

 

https://nzunicareerhub.ac.nz/def

ault.aspx 

 

U tony@plumberscoach.co.nz      

P jack2005 

 

Contact Details for Direct 

Marketing 

Auckland University – Amber 

Thorpe 

amber.thorpe@auckland.ac.nz 

(09) 923 3146 

Auckland University of 

Technology – Mina Patel 

mina.patel@aut.ac.nz  (09) 921 

9724 

Massey University – Nicola Stone 

N.A.Stone@massey.ac.nz  (06) 

951 6661  

 

Microsoft Outlook 

User Name: 

richelle@ourbusinesscoach.co.

nz 

Temporary Password: 

Yuzo9406 

User Name: 

damon@profitabletradie.com  

Password: 

Taya6550 

User Name: 

matt@profitabletradie.com  

Password: 

Profitabletradie1 

User Name: 

nick@profitabletradie.com  

Password: 

@Profit1 

 

 

Microsoft Outlook Webmail 

http://portal.microsoftonline.c

om/ 

User:tony@profitabletradie.co

m 

Password - sunshine99! 

User- 

jess@ourbusinesscoach.co.nz 

Password - Jolo5096 

Google Adwords Account 

Username: 

plumberscoach@gmail.com 

Password: extend30 

Office Products 

User Id:  opd31761 

Password: extend30 

Tony Skype 

U: tonyfraser-jones 

P: jackalec4 

 

GoToWebinar 

tony@plumberscoach.co.nz 

extend30  

 

Office Max 

Customer # 2089258 - 

EXTEND BUSINESS 

COACHING                                                 

User ID - 

Payment express 

Extend2 

extend14 (as at 02/11/16 with 

increasing number after each 

change) 
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Enquiry Script / Sheet 
 SMILE BEFORE PICKING UP RECEIVER                                                   Job Enquiry Form 

                                                                                                                          Date:    /    /   

                                                                                                                          Time:  ___________   

Good Morning/Afternoon XYZ Plumbing, you’re speaking with …………… Just so I can help you best 

can I ask you a few questions…?   

Have you worked with us before?   

NO - NEW CUSTOMER                                                                       YES – RECORD AS EXISTING CUSTOMER   

Can I get some details please?                                                         Can I Confirm your details? 

Name:            ___________________________________        

Business?:     ___________________________________          Multiple Properties?   Y / N  

Address:        ___________________________________ 

Ph:                  ___________________________________  

Mobile:          ___________________________________ 

Email:             ___________________________________ 

What can we help you with?  (get as much details as possible.) (Refer to FAQ’s if necessary)  

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

 (Check in schedule and book a suitable time for the job or onsite visit (5 days min for large jobs -> 

see script for large jobs) 

Date:___________    Time:__________  Who:________   (enter into SmartTrade/Simpro/Fergus etc)   

Can I ask how you heard about us?   

 Yellow Pages (Book)  

 Yellow Pages (Website)  

 Website Local PC Phone Book Ad  

  Online Directories  (BuildersCrack, No 

Cowboys etc) 

 Existing Customer             

 Phone Book   

 White Pages  

 Referral 

 Van Signage  

 Other suppliers (Kitchen, bathroom 

etc) 

 Social Media  

 Networking groups  

 *Other *  

 

* Details:___________________________________ 

(If not an Account Holder) How would you like to pay?  We have 2 options   

Open an Account____ or credit card _________________ Visa/Mastercard   Card 

#____________________________  Name on Card __________________   Expiry Date __/__  

CSV____________    

If Open an Account Holder “Cool, the account holder must be home when our Tradesmen comes 

around so they can complete the application form.  Is that OK?  

So (name) our service fee for coming to site is $150 Incl. GST. That covers us getting to site, the 

first 45 minutes of labour but doesn’t include any materials and we require payment on 

completion.  

Are you ok with that?                                                      

 

 

 

If a Big Job…  

The next step is to schedule an onsite meeting with our Pricing Manager/Estimator John. ( name ) , 

John has the current appointments  available (pre - determined dates min 5 days out) Thursday, 15th 

July 10.30 am or Friday 16th July 11.30am, what time works best for you?  

Appointment written down  

In this meeting he will:   

1. Explain a bit more how XYZ Plumbers works 

2. Inspect and review existing structure and site conditions.  

3. Discuss any issues from site observations and what you want to achieve.    

4. Discuss your budget expectations so he can give you the most appropriate solutions and an action 

plan to achieve your requirements.  

Great it’s important that all those involved in making decisions regarding the project attend.  

I am going to send you out an information pack and a questionnaire, what is the best address to 

send it to John?  I’ll also email the questionnaire and confirmation of appointment, is (address given) 

the best one to send that too?  

Thanks, John will give you a call once we have received your questionnaire to discuss your project 

further. What is the best number to contact you 

on?.............................................................................................    
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Client Care Program 

My ‘Three Things’ and Follow Up 
 Every Monday, send an email to all clients called ‘Your Top Three’, email below. 

Hi Guys, 

What are the 3 main tasks you’re going to work on this week? 

Flick me either a quick photo, or email by the end of the day, with the three tasks you’re going to get 

done by this Friday, and see how much more you get completed. 

P.S here’s mine; 

Every Friday, follow up Monday’s email with the below… 

Hey team 

Every great week is full of wins and lessons...  

What were your wins for the week? 

P.S - Here are mine...  

Client Wins 
Each month the week following the 15 in phone calls: 

 Gather the consulting sheets from 15min phone calls 

 Make a list of brightest achievements  

 Email that list out to the clients to encourage others to share and aim high  

Client Birthdays 
 Clients are added to the birthday list when as part of the onboarding process.  (They disclose 

their birthday to us when they complete their Mentor Plan) 

 At the end of each month send Michelle from Basketique an email with next months 

birthdays.  Tell her the date of birthday, name and address of the client.  We have a standard 

gift basket that Michelle sends so just let her know it’s for a birthday gift  

Client Gifts 
We send thoughtful gifts to people for important events that are happening in their life  

These may include:  Babies, Weddings, Funerals, New Office opening parties etc.  You can call 

Michelle from Basketique and organise this with her.  07 847 6767 

Forum  
Facebook group where we can share wins and tips etc and another touch point Tony can have with 

clients  
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https://www.techsmith.com/jing.html Download it Here

https://www.techsmith.com/jing.html
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1.  JOB DESCRIPTIONS

List knowledge, skills and 
abilities required

2.  MARKETING 
(with benefit driven ads)

• Seek / Trademe
• Social Media – Facebook, 

LinkedIn 
• Website
• Referrals 
• Newspaper
• Customer Database
• Recruitment Agencies
• In Store Signage

3.  APPLICATION

• All Applications made via 
Trade Me or Seek

• Application to include C.V 
and Cover Letter

6.  FACE TO FACE INTERVIEW

• Structured Questions
• Key Behaviours Targeted

5.  TELEPHONE INTERVIEW
(to qualify)

• 5-10 Minutes
• 2-3 Structured Questions 
• Skills and experience questions
• Attitude Assessment 

4.  SHORTLIST APPLICANTS

Review C.V’s against Job Description and 
Shortlist ‘Yes’, ‘Maybe’, ‘No’

8.  PSYCHOMETRIC TESTING

• DISC Profile etc.

9.  REFERENCE CHECK

• Minimum of 2 references per 
applicant

• Structured questions prepared

10.  JOB TEST

• Applicant tested on core skills in the 
work environment

• Observe interactions with work 
mates

11.  MAKE JOB OFFER

• Offer quickly to prevent losing best 
applicant

• Contract prepared
• Set start date

7.  PRE EMPLOYMENT CHECKS

• Drug, Police, Visa, Drivers Check, 
Social Media, Credit, ACC etc. 

11-Step  Hiring Process…
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You have 25 Minutes to Complete These Tests. 

 

1. Please answer the following questions (without a calculator): 

 

a. Write ¾ as a decimal and as a percentage? 

 

 

b. What is 20% of 2600? 

 

 

c. How many square meters are there in a room 10m x 5m? 

 

 

d. What is the Capital of Australia? 

 

 

 

2. Please rewrite this excerpt from piece of marketing material for a building company.  The 

title of the ebook was “10 Secrets Owners of Recently Built Homes Wish they Knew Prior 

to Signing their Building Contract.”   

 

This exercise is designed to test your ability to write clearly using appropriate grammar and 

spelling.   

 

“New Home Building is a purchase unlike most others. Where you can have a choice on the 

outcome. It takes longer than most other purchasing transactions and therefore the ability for 

the client and the contractor to be compatible is even more important. 

It is the largest purchase that most people will undertake in there lives and therefore having 

trust and assurance from those performing the creation of your home is important. 

It is the venue for spending a good part of your life entertaining friends and family and more 

importantly it is home to the family where memories are created and cherished. It is important 

that one takes the time in having an input into creating an environment in which they can call 

home. The beauty about creating a new home is simply that you have the opportunity to have 

input into creating a home and it doesn’t become just another house. 

 

This is the basis of Welcome Homes and what we stand for. We are a Waikato based 

independent home construction company that is not owned by a franchisor who wants volumes 

of homes done in the shortest period possible. We build a few homes for clients who want there 

input into there creation and using our methods and systems they don’t have to spend a fortune 

doing so.” 

 

 

3. We are planning a direct mail campaign to local Building companies (80 in total).  

Please complete a budget for the campaign showing the estimated cost of the campaign 

(with your working).  The campaign will comprise of a letter followed 5 – 7 days later by 

a postcard.  Each letter will include a miniature rubix cube as an attention grabber.  The 

logistical details are included below (you’re welcome to use a calculator): 

 

Printing Cost = 15 cents per page 

Sales Letter = 8 pages 
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Wednesday 16/11/2016  

Time allocated= 2 hours  

Please save your files in the following folder: C:\Dropbox\Administration\Carolyn Reynolds - Job Test 

 

 

1. Jing: Install the program called Jing. This is a screen capture program that records your 

screen. Once you have installed the program onto your computer, take a video capture 

(training video) on how to send an email. Send an email to: tony@profitabletradie.com with 

the subject line “thanks” and message “It would be a privilege to work here”. This video 

recording will produce a link in the URL. Copy and paste this into a word document and save 

it in your job test folder.  (20 Minutes)  

 

2. General Admin Tasks:  For this section you will be using the administration manual 

located in: dropbox/plumberscoach/administration/admin manual/2016 profitable tradie 

admin manual1. 
 

You will also be using Xero. You can find the log in details for Xero in the administration 

manual. This manual has Jing recordings of how to complete each task. (30 Minutes) 

 

When using Xero there are two companies. Please use the Exodus Trust company, you will 

know by looking at the top left of the screen which company you are in. 

                    
 Create a new client in Xero –  

His contact details are: 
Company: WH Electrical  
Name: Daniel Williams 
Email: dan@whelectrical.co.nz 
Phone: 0276995858 
Address: 5 Huia Grove, Upper Hutt. New Zealand  
 

 Create them an initial invoice for a month’s coaching ($1595 +gst) and include an 
alignment fee ($1295 + gst). 

 Create a reoccurring invoice for WH Electrical - $1595 +gst for 11months. 

 Create a credit note – credit the initial invoice for coaching and the alignment fee 

 Cancel the reoccurring invoice 

 Reconcile payments for both Exodus Trust bank accounts – use the account:   
Westpac – 001   03-0318-0402093-001. Start with this account 
Westpac – 000                 03-0318-0402093-000. See the printed form                                                                 

 Produce & print a Profit & Loss statement for October 2016 for Exodus trust. 
 

 

3.  Excel:  Merge and sort two lists. 

a. There are 2 customer lists located in your job test folder. Using excel, combine these 

lists and remove the double ups. Once you have done this, sort the list in 

alphabetical order. (20 minutes) 

1. Power Point: Replicate an 8 slide PowerPoint presentation from the slides handout. 

These slides will need the writing as shown in the notes. They will also need a background 
image which relates to the slide. There is an example similar slides in your job test folder.  
(20 minutes) 
 

 

2. Event Logistics Plan: Write up a logistics plan for Profitable Tradie’s upcoming One Day 

Systems Boot Camp.  The Boot Camp is run four times a year for our clients, and is also 

marketed to other prospective clients.  Tony will spend the day presenting and teaching our 

clients about putting the right systems into their business.  We are also excited to be having 

a Mystery Guest Speaker at the event!  (30 Minutes) 

 

a. Write out an event timeline for our One Day systems Boot Camp and how you would 

go about planning it (imagine that you will be implementing this tomorrow).  The 

Boot Camp will be held in Auckland, February 18th 2017. There is an example plan 

template in your job test folder.  

Things we will be looking for are: 

- Planning of the event logistics. Eg. Venue, equipment etc. 

- Timelines are a great tool for mapping out a plan clearly.  

 

3. Please save your files in the following folder: C:\Dropbox\Administration\Carolyn Reynolds - 

Job Test 

 

 

 

 

Total time allowed = approximately 2 hours plus a 30 minute discussion at the end. 

 

At the end of your trial day, you will present your ideas to the team and you will be given critical 

feedback and will also be asked questions about your strategy and thought process. 

Note: 

 You are welcome to ask questions, everyone in the office is available 

 You also have access to our library in our office and also files on our drive to help you with 

your job test – see C: \Dropbox\Administration\Carolyn –Job test. 

 We are looking at your approach to problems and how you deal with them not just the 

finished product.  

4.

5.

6.

Outsourcing…
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Margins from 23% to 38% Plus…

Lance and Trish Crosland
Tui Plumbing and Gas

Systems in place…

Making Money…

Sales up 60%...

Website Done…
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Merry Christmas From The Profitable Tradie Team!


