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Position Title: Community Association Administrative Assistant Team Lead 
 

Position Purpose:  

 

Leads a team of admin assistants responsible for supporting community 

association managers, board members, and homeowners.  Monitors daily work 

flow to ensure tasks are completed and quality and time constraints are met.   

 
Primary/Essential Duties and Responsibilities: 

 

1. Provides Administrative support to assigned CAMs by creating, 

preparing, and distributing action item list, agendas, budgets, 

meeting notices, minutes, newsletter and other items as requested 

2. Enters data to generate reports for Community Associations and Managers 
3. Creates, updates and maintains data for each assigned property 

in various tracking systems and reports 

4. Responds and addresses concerns from customer service calls 

and emails, direct calls to their extensions, and Help Scout emails.    

5. Monitors their team’s daily workf low to ensure quali ty 

and t imeliness 

6. Ensures work coverage for those admins who are out of 

the off ice 

7. Meets and provides periodic performance feedback to 
their admins   

8. Interviews and provides hir ing recommendations  

9. Develops and updates necessary training materials and 

guide 

10. Trains new admins and provides on-going training to al l   

 

 

 
Knowledge & Skill Req ui rements: 

1. BS degree in related field and/or equal related experience 

2. Experience in supporting 2 or more managers/professionals in an office setting 

3. Two or more years of previous supervisory experience is desired 

4. Strong customer service skills with ability to multi-task  

5. Excellent written and verbal skills including strong professional phone etiquette 
6. Proficient in Microsoft Office and Outlook 
7. Ability to type at least 45 wpm 

8. Familiarity and/or willingness to be proficient in property management software 

9. Related experience in support of property/facilities and/or 

real estate operations/administration is highly desirable. 

 

 

Physical Demands & Work Environment 

 



1. This job operates in a clerical, office setting.  This role routinely uses standard office 
equipment such as computers, phones, photocopiers, filing cabinets and fax 
machines. 

2. The physical demands described here are representative of those that must be met 
by an employee to successfully perform the essential functions of this job. 

3. This is a largely sedentary role; however, some filing is required. This would require 
the ability to lift files, open filing cabinets, and bend or stand on a stool as necessary. 

 

 

I understand and accept the roles and responsibilities outlined in this job description. 
 
Employee Name:      Date:     
 
 
Employee Signature:           
 
 

 


