
Day in the Life of a Community Manager

As community manager, you are the face of 
the HOA to the homeowners and an advisor 
to the board members. You are the master 
of administra�ve projects and tasks, and no 
detail escapes your a�en�on.

My favorite part of being a 
community manager is learning so 
much about so many different 
things.  There is nothing more 
sa�sfying then finding a feasible 
solu�on to accommodate what at 
the surface was a difficult situa�on. 
Being level-headed and solu�on 
oriented really helps too.”

Customer Service
You are responsible for customer 
interac�ons. While you have an 
awesome support group in our 
Homeowner Services team, there 
may be escalated calls, emails, and 
walk-ins that will require your 
ability to defuse concerns.  You 
must be able to emo�onally 
separate yourself from the 
situa�on, and work with the 
homeowners and board members 
to find resolu�ons.

Vendor Management
Vendor management requires 
consistent follow-up and 
over-communica�on. Take the 
�me to understand the 
project well, and keep in mind 
that we are represen�ng the 
associa�on as a whole.

Public Speaking
You are able to command a room. You 
feel comfortable speaking in front of 
large groups, even if you’re delivering 
unpleasant news. You’re able to give 
clear direc�ons, and you are pa�ent 
with both younger and elderly groups.

Meeting Management
You have the ability to prepare an efficient 
agenda, and you understand parliamentary 
procedure. During mee�ngs, you call the 
mee�ng to order, take notes/minutes, keep 
Board members and homeowners on task, 
report on the financial standing of the 
associa�on, answer homeowner ques�ons, 
and provide unique recommenda�ons to the 
Board members and homeowners regarding 
common challenges.

Finances and Budgeting
You pay detailed a�en�on to invoices, seek money 
saving op�ons, compare invoices to the monthly budget 
and to approved bids, obtain Board approval for all 
expenses outside of budgeted and/or approved 
projects. As needed you analyze expenses and pending 
projects in prepara�on of the new fiscal calendar 
budget, as well as prepare a dra� budget for Board 
approval.

Conflict Mediation 
Community management 
requires the ability to an�cipate 
concerns, listen carefully, and 
understand challenges. You have 
the ability to place yourself in 
the other person’s shoes, and to 
offer mul�ple crea�ve and 
unbiased recommenda�ons for 
solu�ons. 

Project Management
Project Management requires 
coordina�on of many moving pieces. 
This includes cul�va�ng a collec�ve 
decision amongst your Boards, 
genera�ng a detailed RFP, gathering 
bids, genera�ng apples-to-apples 
comparison charts, nego�a�ng 
contracts, scheduling work, overseeing 
the work, and verifying work 
comple�on.
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