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Core Responsibilities
and Daily Tasks

Community Adminiswation
The Comm un ity Assoc iatio n M ana ger over sees a ll asp ects of community
ad minist ration , ens ui ng ef fec tive m an agem enta nd o iga nization

Resi dent Communic ation's

Resp ond ing to eside nt inquirie s an d fa ilitatin g effect ive co mmu nica tion
is 8 c ucial dail ytask for the mana ger.

Vendor Management

Ma na ging ven do s in volve s coo rd inating s envic es an d o nsu in g qua lity
main ten anc e of commun ity fa cilties.

Meeting Facilitation

Facilita tin g com mun ity m ee tings is essen ta L for dis cussi ng issu es,
Up dates, and improvemen s within the commun ity
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Common
Challenges
Faced

Conflict Among Resid ents

Dealing with con licta mo ng resid ents is a sig nfic ant cha llen ge
thatrequires effective co mmu nica tion an d media to n skills t©
foster hamony.

Limited Budgets

Ma nag ing imite d b g ets pres ents cha len ges in reso urc e
alloca tion and prior izin g comm un ity e ed's effe ct e .

Mainta ining Common Ele ments

En suring main te nan ce is plan ned for and cormp leted is essentialin
community. Chall nan cial

1o s0utce s, lac k of b uy-in, varyi ng expectatio ns, e tc.

Expectations
From the
Community

Responsite ness

Residont expe o their Gomim uniy Assos aton Ma nagerto
e spondpromptytotheir nqulries and conc ems, sn suring
etfetive commricaion.

Knowledge and Expertise

A know led geable Community Asso laton M ana g provide's
Tosido i 1 va L o i o o and gaica nce on ¢ om munity-
Toatodssu cs @ kn owe w hen (o2 o £10 e 6o M ity's
ot esson ol a isors

Building Trust

Estabishin g trust and rap po t with residen s is crucial fora
Community Assoc ation M ana ger to e flec tively me et their
expectations

Building Community Thro ugh Conn ec tions
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Effective Time
Management

and Task
Organization CONDO/HOA

2025
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Creating and Maintaining
an Annual Calendar

ImportanceofanAnnual Calendar
Anannual i is esse ntia L foor gan izing im po tan teven ts and dea diines,
en suring e flec tve time m ana gem en tth ro ugh out th e year.

RegularUpdates

Regulaty upd ating the ¢ alen dar he [ps a dap tt o ch an ging p o i es an d kee ps
trespons ibilities an d tasks.

sle nda ol aifes respo nsi billties fo rteam mem bers,
ing a coo un tability a nd coll abo ration

Scheduling and Preparing
for Board Meetings

Coordinating Logistics

fin aio n of logis tics, inclu din g ven ve,
nts.

Uor guidingd

PrepatingDocumentation

Allnec essa y d ocu me ntation, such as fe ports and presentations, shouldbe
adva nce tof acilitate eff i o

Planni ng Ah ead
Ma pping o utyo ur me etin gs fo the wh olo year, incl ud ing d ead lines for ma king
room 1s,a nd m an age me ntrep ort
de livery wil helpyo u kee pyo urs anity!
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Balancing Urgent and
Important Tasks

Unde rstanding Ta sk D ifferentiaion

Diff e ntia tin g betwee n u gen tan d impo ftan tta sks en abl es be fter
prioritiza ion , gu cin & ma nage s n th e d ecis fon-m akin & pr oce ss.

Prioritzat on Techniques

Effec tive p o itizatio nto chn iqu es a low man age 1s o fo cus o tasks that drive
prod uctivity a nd me eto rga nizationa Lobject ves.

ImpactonProductivity

Ma intaini ng a b ala nce betwes n urgen tan dim po ftant tas ks is oruc al for
enhan cin g over al p o duc tivity and co mmu ity s enic e

Effective Time
Management Techniques

Time Blocking

Dedicate specific time slots for tasks.

The Pomod oro Technique

Seta timer andwork for aset interval,

thentake abreak. Reset and start again.

POSEC Method

Prioriize tasks based on urgency and
importance.

The Power of Proactive
Management

- -y

“
%4

Proactive planning reduces unexpected
challenges in community managerrent.
Effective projedt planning enhances
operational efficiency and reduces
stess.

Less frequent urgent communications
lead to calmer management processes.
Allocating time effectively improves
overllp o ductiity for community
managers.

Engaging residents in p moactive
communication fosters a positive
environment.
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Financial
Transparency

Wity
community

Importance of
Transparent Financials

Community Financial Hea lth

Tra nsp are ntfina ncia L practices h elp resi dents  nde rstand th e co mmunitys
finan cial status an d o vera UL he alth .

Clear Reporting

Clea rrepo ting o fbu dge ts @ nd e xpen ditures fo ster s rust and ac cou nta bility
withinthe communy.

Open Commu ic ation

Op en c ommunic atio n regar din g fin anc ial m atter s enc ou rage s fes iden't
engagem e nta nd p ar ic ipation in fin an cial d ecis ions.

A\

Budgeting and Financial
Reporting Tips

Realistic Bu dge tC e ation

Cre ati ng a reali stic b ud getreq uir es th or oug hfo rec astin g of income and 7
de tai led tra cking o f a ll expe nses.

Tracking Income andE xpenses
Regul aty revie wing in com e a nd expe nses | s vital for ma intainin g fin anc ial
health an den suring bud get ach ere nce . =

Communi cating Financia 1Status

Regularf, Ureports foc e
communitys financia lstatus tothe Bo ard, re side nts a nd sta keha de rs.




3/13/2025

Engaging with Community
on Financial Matters

Open Forums,

Openforms create aspace for commun ity membe s tovoic e their opinions
andconc em s re gard ing fina ncia L ma ters.

Works hops and Training

Organizin g wor ksh ops with Yo ur acc ou ningte am and the commu ity § auditor
enhan ces fina ncia Llite rc  equ ipp ing the Boa rd and res iden ts wit h e ssential
kn owle dge to make | nformed decisions,

RegularCommunication
Es tablishin g re gula rco mmu ica tion ch ann els fosters tru sta nd ke eps the.
commurity info med abo ut fina ncia t matters

Educating and
Engaging the
Board CONDO/HOA

2025
CONFERENCE & EXPO

Providing Essential
Training and Resources

ImportanceofTraining Programs

Trainin g pro gra
kn owle dge a n

are vital for equipping b oardm em b ers with e ssen tal
s fore ffe ctive governan ce.

Resources for Board Members

Provid ing reso uc es su cha's manu als a nd g uide s (He Lo, CAI) h elpss bo ard
membe s stay inf om e d ab ou tth eir resp on sibil tes i

Building Board Cohe sion

Ine stin g in train ng a nd reso urces le ad s toa Mo fe com pe ten ta nd ¢ oh esive
board, e nha ncin g ove rall orga nization al of fec tiven ess.

TEAMWORK MAKES TH EDREAM WORK!
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Effective Communication
Strategies

CollaborationEnhancement

Clea rc ommu nic atio n st at egies imp 1o ve co llab ora tion am on g te am me mbeers
andenhance mu tualunde rstand ing.

RegularUpdates

Provid ing regu laru pd at es maintain s ransp arency and ens ure s everyon eis on
thesame page

“In the abse nce of i nfomation, peo ple will make it up”

Open Chamnels
Es tablishin g op en cha nne s of com muncation enc ourages feed ba ck an d

fosters a p ositive wo kin g environ me nt

Fostering a Collaborative
Environment

Positive Decision-Making

En co ua ging ¢ olla bor ation a mo ng b 0a rdmem b ers fosters a positive
enviro nment., en ha ncin g de cision-m akin g off ectivene ss.

Enhanced Solutions

Collabo ra tion amon g m em ber s lea ds to th o d evelo pm en tof better sol uio ns
by Levera ging d iver se p ersp ectives a nd e xpertise

Community Engagement

A colla borative en viro nm ent en cou rage s co mm U nity @ nga gem ent, cr eating
stron ger ties and shar ed resp on sibil iies a mong a L sta keh old ers

Foster a

“Be curious, not judgmental”

environment.

~ Ted Lasso
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Engaging the

Professional
Advisors

community

Utilizing Professional
Resources

Engaging professionals is essentialfor
community protection.

Key professionals include attorneys, CRAs,
andengneers.

Diverse expertise enhances decision-making
andcommunityvalue

Avoidi ng Overburdeni ng Avoid pla;ing all respo nsibilities onthe
. community manager.
the Community Manager

Overb urdening can lead to bum out.

Unrealistic expectati ons and d oing work
outside ofyour scope ofexpertise can
cause significant liability risks.

Distributing tasks en sures better
management and accountability.
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Cost-Effective
Professional Engagement

Vittual meetings can reduce professio nal
engagement costs.

Insurance p ofessionals can povid e valuable
insights.

Involving experts often comesat no
additional charge.

Maintaining
Work-Life
Balance CONDO/HOA

2025
CONFERENCE & EXPO

Recognizing Signs of
Burnout

Signs of Burnout
Rec
int

sym ptoms like fa tigue an dlac k of motivation is critica Lfor ea ty

ImpactonPerfomance

Burnoutcan and increa among

Proactve Management

Aware nes s of burno uta llows ma nage s to im ple me nt sta teg ies to mi tgate
st 9 sup porte mp loye es.
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Techniques for Stress
Management

Mindfulness Practices

Mindf uln ess tech igu es, s uch as m ed itation and de epbrea thing, help reduce
stress a nd incr eas e foc us.

Phys ical Bxe rcise

Regularp hysic al exer cise is  p owerfu sty ess reliove rth atb 00 sts menta .
healthan dim proves mo od

Taking Time O fi

Taking time offfrom wo tk a lows ma nage s to re cha rge, pr even ting b urno ut
and en ha ncin g prod uct vity.

Creating Boundaries
and Personal Time

ImportanceofBoundaries

Es tablishin g bo un dar es b etween work an d p erso na lime is vital o prevent
bum outan dmaintain m ental we lkbe ing.

Piioritizi ng PersonalTime

Setting pio it es for pe rso nal Gm e he lps imp rove over all h ealth a nd
contribute s tog rea ter job satis faction -

Benefits of Balance

Achie ving a bala nce betwee nwork and p erson al ife lead s to inc rea sed
productivity and amore fu tilin g le.

Conclusion

Mastering Time. Finandial Educating Engage Outside  Wark-Life
Management Transparercy Boards Professionals Balance

Effective mmunity  Managingtine Ensuing financial Gommunity Knowing your Maintaining vor lifa

Association Manager's s crucialfor  transpor e g builds A Ma limitations and

effect balance isessential for
understand and magter  Community W within the Play akey rol engagingthe Comrmunity

Association Managrs  commu nityand foster's hssociation'steamof  Assoctation Managers
o balance theirvarious @ posithe environm mote effective professional 1o provent bum out and
tasksand duties Eova nance and d help o o

decision-making. the board identfy
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Questions?

Jessica (Towles) Gottsc halk, AMS, PCAM
Director of Comm unity Experienceand Resident Support
SterlingRanchCommunity Authority Beard

Jessica Gotts cha k@sterlingranchcab.com

STERLING RANCH

v

COMMUNITY AUTHORITY BOARD

STERLING RANCH

COLORADO

3/13/2025

11



