	IVAA CRESS™ -- Standards of Practice

	Certified Real Estate Support Specialist 

Purpose 

The purpose of these Standards of Practice is to establish and define a set of standards of practice which will guide and direct all IVAA Certified Real Estate Support Specialists™ (RESS) as each pursues his or her profession. It is incumbent upon all members to provide their services in a manner which instills a strong sense of trust and confidence between themselves and their clients, peers and the Real Estate and Virtual Assisting industries. Professional competence, character, integrity, fairness, commitment, and trustfulness provide the foundation for the establishing and maintaining of all professional relationships.

Quality of Service 

Quality of Service is an outgrowth of professional competence, personal character, responsive and informative communication; and appropriate care of clients. 

RESSs are expected to: 

· Commit to focusing their knowledge in the most effective manner to complete services. 

· Recognize and acknowledge the need to obtain additional qualified assistance and or expertise when necessary. 

· Provide services with the highest degree of integrity. 

· Maintain high standards of communication including, but is not limited to timely responses to client inquiries, periodic updates to the client on work progress, and informing clients when deadlines will not be met. 

· Refrain from using the resources of my clients for personal gain or for any other purpose. 

Full Disclosure 

Full disclosure of all pertinent information requires, without reservation, disclosure to the client all relevant information a RESS possess with regard to their hiring. 

RESSs are expected to disclose to clients and prospective clients information regarding: 

· Conflicts of interest (including, but not limited to, personal, financial, and commitments to other clients) 

· Lack of competence and/or experience 

· Pertinent information regarding scheduling and use of outside contractors to complete work 

· Independent contractor status 

Privacy and Confidentiality 

RESSs will at all times exercise loyalty to the interests of the client with respect to confidential information and shall not engage in any activity which could be reasonably construed as contrary to the best interests of the client. 

A RESS shall not use confidential information for personal purposes or personal gain and shall hold in strict confidence all information acquired in the course of the professional relationship concerning the business and affairs of the client, and not divulge any information unless he/she) is expressly authorized by the client or as required to do so by law. 

Laws and Conduct of Business 

A RESS shall abide by all laws, rules, regulations, certification and licensing requirements applicable to his or her profession. All business or professional practices shall be in strict accordance with all applicable laws, rules, professional standards, and regulations governing their profession as well as the profession of their clients. 

A RESS shall: 

· Develop an understanding of laws regulating the types of duties that may be performed by unlicensed assistants in the state(s) where their Real Estate Professional (REP) clients are licensed and practicing. 

· Understand that such regulations are not static and make a commitment to a maintain knowledge and understanding of changes to these regulations. 

· Refrain from performing a task for a REP client when he or she is uncertain as to the regulations regarding said task. 

· Hold in the highest regard the value of the client's professional license and reputation and act in a manner that will jeopardize neither. 



IVAA provides certification based on the individual taking and passing the RESS™ examination. IVAA assumes the virtual assistant already has the knowledge to perform the duties he or she offers as a professional practicing in the industry. The IVAA Real Estate Support Specialist™ certification is not a license or registration. It is IVAA recognition that an individual has demonstrated a comprehension of the core competencies tested at a specific point in time. 



**IMPORTANT** 
Exam must be taken within 30 days of receiving login information. Login accounts expire after 30 days, and examinees must re-register and re-pay to receive a new login account and password. Please evaluate your upcoming calendar to ensure your schedule will accommodate this timeframe. 




