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A Community 
Association 
Manager’s 
Secrets to 
Success & Sanity

Stra tegie s for effe ctive co mmu nit y 
ma nage men t an d balan ce

Presented by Jessica Go ttschalk, AMS, PCAM

Agenda for 
Discussion
Understanding the Ro le of a Co mmunity 

Association Manager

Effective Time Management and Task 
Organizatio n

Financial Tran sparency

Educatin g an d Engaging the Board

Engaging the Profession al Advisors

Maintaining Work-Life Balance

Understanding the 
Role of a 
Community 
Association 
Manager
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Core Responsibilities 
and Daily Tasks

Co mmu ni ty Ad mini str at io n

Th e Com m un ity A ssoc iatio n M ana ger  over sees a ll asp ec ts of  com m un ity 

ad m inist rat ion , ens uri ng ef fec tive m an agem en t a nd o rga nizat ion .

Resi de nt  Commu nic at ion s

R esp ond ing t o r eside nt  inqu irie s an d fa cilit atin g eff ect ive co mm u nica tion  
is a  c ru cial d ail y t ask f or  the  ma na ger.

Ve nd or  M an age men t

Ma na ging ven do rs in volve s coo rd inat ing s ervic es an d e nsu rin g qua lity 
m ain ten anc e of  com m un ity fa cilit ies.

M eet in g Fa cil ita tio n

Fa cilita tin g com m un ity m ee tings  is essen tia l for  dis cussi ng issu es, 
up da tes,  and  im pro vem en ts wit hin  the  com m un ity.

Common 
Challenges 
Faced

Conflict Among Residents
Dea ling wit h co nf lict a mo ng r esid ent s is a sig nific ant  cha llen ge 
th at  r eq uir es eff ect ive co mm u nica tion  an d m edia tio n skills  to 
fo ster  ha rm on y.

Limited Budgets
Ma nag ing lim ite d b udg ets p res ent s cha llen ges in  reso urc e 
all oca tion  and  pr ior itizin g com m un ity ne ed s effe cti ve ly.

Maintaining Common Elements
En sur ing m ain te nan ce is p lan ned  for  an d co mp let ed is  essen tial  i n 
m aint ain ing a ny co mm un ity.  Ch allen ges in clu de lim it ed f inan cial  
re sou rce s, lac k of b uy -in,  varyi ng exp ect atio ns, e tc.

Expectations 
From the 
Community

Responsiveness
R esid ent s expe ct t heir  Com m un ity A ssoc iatio n Ma na ger t o 
re spo nd  p ro mp tl y t o t heir  inq uir ies an d co nc ern s, en sur ing 
ef fect ive co m mu nica tio n.

Knowledge and Expertise
A  know led geab le Com m un ity A ssoc iatio n M ana ger  pro vide s 
re side nts  w ith va lua ble in fo rm atio n a nd gu ida nce  on c om m unit y-
re lat ed issu es a nd kn ows  w hen  to r eac h ou t t o th e co m mu nit y’s 
pr of ession al a dviso rs.

Building Trust
Es tab lishin g tr ust  and  rap po rt  with  resid en ts is cr uc ial fo r a 
Com m un ity A ssoc iatio n M ana ger  t o e ffec tivel y me et t heir  
exp ect atio ns.

B uil din g Co mmun it y Th ro ugh  Co nn ec tio ns
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Effective Time 
Management 
and Task 
Organization

Creating and Maintaining 
an Annual Calendar
Imp or ta nc e o f a n A n nu al Cale nd ar

A n an nu al ca lend ar  is esse ntia l fo r or gan izing im po rt an t even ts a nd  dea dlin es, 

en sur ing e ffec tive  t im e m ana gem en t th ro ugh out  th e year .

Regu la r Up da te s

R egul arl y upd at ing t he c alen dar  he lps a dap t t o ch an ging p rio riti es an d kee ps 
eve ryo ne in for m ed a bou t r esp ons ibilit ies an d t asks.

Cle ar  Resp on sib ili tie s

A  well-m ain tain ed c ale nda r cl arif ies r espo nsi bilit ies fo r t eam  m em ber s, 
pr om ot ing a cco un tab ility a nd  coll abo rat ion .

Scheduling and Preparing 
for Board Meetings
Co or din at in g Lo gist ics

Ef fec tive b oar d m ee tin gs req uir e co or din atio n of  logis tics,  inclu din g ven ue, 
te chn olo gy, an d pa rt icipa nt  arr an gem ent s.

Dev elo pi ng A ge nd as

Cre ati ng a c lear  an d str uc tu red  agen da  is esse ntia l for  guid ing d iscu ssion s an d 
en sur ing a ll to pics  are  cove red .

P re pa rin g Do cu men ta tio n

A ll nec essa ry d ocu me nt atio n, su ch  as re po rts  and  pr esen tat ion s, sh oul d be  
pr ep are d in  adva nce  to f acilit at e eff icien t m ee tings .

P lan ni ng A h ead

Ma pp ing o ut yo ur  me etin gs fo r t he wh ole  year , incl ud ing d ead lines  for  ma king 

ro om  re ser vatio ns,  p ost ing n ot ices,  fina ncia ls, a nd m an age me nt r ep ort  
de liver y will h elp yo u kee p yo ur  s anit y! 
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Balancing Urgent and 
Important Tasks
Un de rst an di ng Ta sk D iff er en tia tio n

Diff ere ntia tin g bet wee n u rgen t an d im po rt an t ta sks en abl es be tt er 

pr ior itiza tion , gu idin g ma nage rs in  th eir d ecis ion-m akin g pr oce ss.

P rio r itiza ti on  Tech n iqu es

Ef fec tive p rio rit izatio n te chn iqu es a llow m an age rs to  fo cus o n t asks t hat  dr ive 
pr od uct ivity a nd  me et o rga nizat iona l ob ject ives.

Imp ac t o n P r od uc tivi ty

Ma int aini ng a b ala nce  bet wee n ur gen t an d im po rt ant  tas ks is cr uc ial fo r 
en han cin g over all p ro duc tivit y and  co mm u nity s ervic e.

Effective Time 
Management Techniques

Time Blocking 

Dedicate specific time slots for tasks. 

The Pomodoro Technique 

Set a timer and work for a set interval, 
then take a break. Reset and start again.

POSEC Method 

Prioritize tasks based on urgency and 
importance.

The Power of Proactive 
Management

Proactive planning reduces unexpected 

challenges in community management.

Effective project planning enhances 
operational efficiency and reduces 

stress.

Less frequent urgent communications 
lead to calmer management processes.

Allocating time effectively improves 

overall pro ductivity for community 
managers.

Engaging residents in proactive 

communication fosters a positive 
environment.
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Financial 
Transparency

Importance of 
Transparent Financials
Co mmu ni ty Fin anc ial  Hea lt h

Tra nsp are nt f ina ncia l pr act ices h elp  resi den ts u nde rst and  th e co mm u nit y's  

fin an cial st at us an d o vera ll he alth .

Cle ar  Rep or ti ng

Clea r r epo rt ing o f bu dge ts a nd e xpen dit ur es fo ster s tr ust  and  ac cou nta bilit y 
wit hin t he  com m un ity.

Op en  Commu nic at ion

Op en c om m unic atio n r egar din g fin anc ial m att er s enc ou rage s res iden t 
en gagem e nt a nd  p ar tic ipat ion  in fin an cial d ecis ions.

Budgeting and Financial 
Reporting Tips
Rea list ic B u dge t C re at ion

Cre ati ng a r eali stic b ud get r eq uir es th or oug h fo rec astin g of  inco m e an d 

de tai led t ra cking  o f a ll expe nses .

Tr ack ing  In come  an d E xp en ses

R egul arl y revie wing in com e  a nd  expe nses  i s vital  for  ma int ainin g fin anc ial 
he alt h an d en sur ing b ud get  adh ere nce .

Co mmu ni cat in g Fin an cia l S ta tu s

R egul ar f inan cia l rep or ts a re e ssent ial t o ef fec tivel y c om m un icat e th e 
co mm u nit y's  fina ncia l sta tu s to t he  B o ard , re side nts  a nd  sta keho lde rs.
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Engaging with Community 
on Financial Matters

Op en  Fo ru ms

Op en f oru m s cr eate  a sp ace  for  com m un ity m em be rs t o voic e th eir  op inion s 

an d co nc ern s re gard ing f ina ncia l ma tt ers.

Wor ks ho ps and  Tr ain in g

Or ganizin g wor ksh ops  with  yo ur  acc ou ntin g te am  and  th e co mm u nity ’s  aud ito r 
en han ces  fina ncia l lite rac y,  equ ipp ing t he B oa rd  and  res iden ts wit h e ssent ial 

kn owle dge t o m ake  i nfo rm ed  dec ision s.

Regu la r Co mmun ica tio n

Es tab lishin g re gula r co m mu nica tio n ch ann els f ost ers t ru st a nd ke eps  the  

co mm u nit y info rm ed  abo ut  fina ncia l m att ers .

Educating and 
Engaging the 
Board

Providing Essential 
Training and Resources
Imp or ta nc e o f Tr ai nin g P ro gr ams

Tra inin g pro gra ms  are  vital  f or  equ ipp ing b oar d m em b ers w ith e ssen tial 

kn owle dge a nd  skills fo r e ffe ctive  gover nan ce.

Reso ur ce s f or  Bo ar d Me mb er s

Pr ovid ing r eso urc es su ch a s m anu als a nd  g uide s (He llo, CA I!) h elp s bo ard  
m em be rs st ay inf orm e d ab ou t th eir  resp on sibili ties a nd  best  pr act ices.

B uil din g B oa rd  Co he sion

In ve stin g in t rain ing a nd  reso ur ces le ad s to a  mo re  com pe ten t a nd c oh esive 
bo ar d, e nha ncin g ove rall  orga nizat ion al ef fec tiven ess.

TE AM WORK MA KES  TH E DREA M  WORK!
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Effective Communication 
Strategies

Co lla bo ra tio n E nh an ce men t

Clea r c om mu nic atio n st rat egies  imp ro ve co llab ora tio n am on g te am  me mb er s 

an d en ha nce  mu tu al u nde rst and ing.

Regu la r Up da te s

Pr ovid ing r egu lar u pd at es m aint ain s tr ansp ar enc y and  ens ure s ever yon e is o n 
th e sa me  page .

“In  the  abse nce  of i nfo rm at ion,  peo ple  will m ake it  up ”

Op en  Cha nn el s

Es tab lishin g op en  cha nne ls of  com m un icat ion  enc our ages  feed ba ck an d 

fo ster s a p osit ive wo rkin g envir on me nt .

Fostering a Collaborative 
Environment
P osit ive  Dec isio n-M akin g

En co ura ging c olla bor at ion a mo ng b oa rd m em b ers f ost ers a  po sitive  

en viro nm ent , en ha ncin g de cision -m akin g eff ect ivene ss.

En h anc ed  S olu t ion s

Col labo ra tion  am on g m em ber s lea ds t o th e d evelo pm en t of  bet ter  sol utio ns 
by l evera ging d iver se p ersp ect ives a nd e xper tise .

Co mmu ni ty En gage men t

A  colla bo rat ive en viro nm ent  en cou rage s co mm u nity e nga gem ent , cr eat ing 
st ron ger  ties a nd  shar ed  resp on sibil ities a m ong a ll sta keh old ers.

Foster a 

“Be curious, not judgmental”

environment.

~ Ted Lasso
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Engaging the 
Professional 
Advisors

Utilizing Professional 
Resources

Engaging professionals is essential for 

community protection.

Key professionals include attorneys, CPAs, 
and en gineers.

Diverse expertise enhances decision-making 
and co mmunity value.

Avoiding Overburdening 
the Community Manager

Avoid placing all respo nsibilities on the 

community manager.

Overburdening can lead to burn out. 

Unrealistic expectations and doing work 
outside o f your scope o f expertise can 
cause significant liability risks.

Distributing tasks en sures better 
management and accountability.



3/13/2025

9

Cost-Effective 
Professional Engagement

Virtual meetings can reduce professio nal 

engagement costs.

In surance professionals can pro vide valuable 

insights.

In volving experts often comes at no 
additional charge.

Maintaining 
Work-Life 
Balance

Recognizing Signs of 
Burnout
S ign s of  B ur no ut

R eco gnizin g sym pto ms  like fa tigu e an d lac k of  mo tivat ion  is cr itica l fo r ea rly 

int er vent ion .

Imp ac t o n P er fo rma nc e

B ur nou t ca n le ad t o d ecr ease d p rod uc tivit y and  incr ea sed a bse nte eism  am on g 
em pl oyee s.

P ro ac tive  Ma na geme nt

A ware nes s of b ur no ut a llows  ma nage rs t o im ple me nt  stra teg ies to  mi tigat e 
st ress a nd  sup por t e mp loye es.
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Techniques for Stress 
Management
M ind fu ln ess Pr ac tic es

Mi ndf uln ess t ech niqu es,  s uch  as m ed itat ion  and  de ep b rea th ing, h elp  red uc e 

st ress a nd  incr eas e foc us.

P hys ical  Exe rc ise

R egul ar p hysic al exer cise  is a p ower fu l str ess r elieve r th at  b oo sts m en ta l 
he alt h an d im pr oves  mo od .

Tak ing  Time O ff

Takin g tim e o ff f rom  wo rk a llows  ma nage rs t o re cha rge,  pr even ting b ur no ut 
an d en ha ncin g pr od uct ivity.

Creating Boundaries 
and Personal Time
Imp or ta nc e o f B o un da rie s

Es tab lishin g bo un dar ies b et ween  wor k an d p erso na l tim e is vit al to  pr even t 

bu rn ou t an d m ain tain  m ent al we ll-be ing.

P rio r itizi ng P er so na l Time

S ett ing p rio riti es fo r pe rso nal  tim e he lps im p rove  over all h ealt h a nd 
co nt ribu te s to g rea ter  job  satis fact ion .

B en ef its of  Ba lan ce

A chie ving a  bala nce  bet wee n wo rk a nd p er son al life  lead s to  inc rea sed 
pr od uct ivity a nd  a m ore  fu lfillin g life.

Conclusion

Mastering 
Responsibil ities
Effective Com munity 
Association Manager s 
understand  and  m ast er 
their diverse 
responsibilities t o 
foster comm unity 
success.

Time 
Management
Managing t im e 
effectively is crucial for 
Community 
Association Manager s 
to balance their various 
tasks and  du ties.

Financi al  
Transparency
Ensuring financial 
transpar en cy builds 
tru st  within the 
commu nit y and foster s 
a positive environment .

Educating 
Boards
Community 
Association Manager s 
play a key role in 
educating boards to 
prom ote effective 
gover nance and 
decision-making.

Engage Outsi de 
Professionals
Knowing your  
limitations and 
engaging the 
Association’s team  of  
professionals helps 
limit liability and  help 
the board ident if y 
solutions.

Work-Life 
Balance
Maintaining wor k-life 
balance is essential for 
Community 
Association Manager s 
to prevent burn out and 
ensure effectiveness.
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Questions? 

Jessica (Towles) Gottschalk, AMS, PCAM

Di rector of  Comm unity Experi ence and Res ident Support

Sterling Ranch Community Authori ty  Board

Jes sica. Gotts chalk@sterling ranchcab.com


