THE 15 TOP TRAITS OF GREAT MANAGERS

by Julie Adamen

We know great managers when we see them, but how do we 15.Great Managers make things happen for their Boards and
measure it in our business? And more importantly, how can themselves.
you go from being a good to a great manager?
Organized in thought and organized physically, great
1. Great managers understand the power of effective managers have the information or resources they need at their

communication, and are very effective communicators. fingertips. They have developed a logical system that works for
Great Managers present themselves well. them and their communities for everything from soup to nuts.
Great Managers are organized. Great managers know that all the information in the world can
Great Managers follow through. be in the office, but if there is no way of accessing it, it's useless.

Great Managers do not procrastinate.

Great managers never give information they aren’t sure of.

Great managers understand the value of their

relationships with vendors.

8. Great Managers admit mistakes up front, take
responsibility, and then fix them.

9. Great Managers maintain professional detachment

10.Great Managers stay current with their industry and with
business in general.

11.Great Managers deal well with change.

12.Great Managers have a sense of humor.

13.Great Managers value their integrity and credibility above
all.

14.Great Managers command higher salaries and get the best

jobs.
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The Book Report — Leadership

‘Return on Investment’

By Rolf Crocker Just like there are physical laws (i.e. the law
of gravity), there are also metaphysical
laws. One that is very common is the law
of reciprocity. You may call it Karma, “you-
reap-what-you-sow” or ‘what goes around
comes around,” but they all define the same
concept - if you plant something (money,
time, attitude, etc) you should expect a
return. This article is going to concentrate
on the ‘sowing’ aspect - the investing of your time to achieve
successful results. As you know from Julie’s lead article, the
best rule of thumb to follow is the Pareto Principle, or the
80/20 Principle. Long held to as a standard rule of time
management and investment, it quantifies well what we
already experience everyday. 20% of our employees do 80%
of the work; 20% of a presentation contains 80% of the
content; 20% of the homeowners take 80% of our time, and so
on. How can we apply this principle toward raising up
leaders in our organizations?

In his book, “Developing the Leader Within You,” John
Maxwell outlines the following strategy to enable you to
increase your organization’s productivity:

1. Determine which people are the top 20% producers.
How do you make this determination? Maxwell
suggests you make a list of everyone in your company.
Then ask yourself, “If this person takes a negative action
against me or withdraws his or her support from me,
what will the likely impact be?” If you won't be able to
function without that person, then put a check mark next
to that name. When you have completed this exercise,
you will have marked between 15 and 20% of the names
on the list - these are the people you should invest in.

. Spend 80% of your “people time” with the top 20%.

. Spend 80% of your personal development dollars
on the top 20%.

4. Determine what 20% of the work gives 80% of the return
and train an assistant to do the 80% less effective work.
This “frees up” the producer to do what he/she does best.

5. Ask the top 20% to do on-the-job training for the next 20%.

LN

In evaluating your personal priorities, Maxwell suggests
answering the following questions:

1. What is required of me? What aspects of your job are
the ones that only you can do? Make a list, in order of
priority, of the top four (4) things that only you can do.
Then, seek to delegate the others to subordinates.

2. What gives me the greatest return? Ask yourself, “Am
I doing what I do best and receiving a good return for
the organization?” Make a list of the top four (4) tasks
that give you the greatest return in your job.

continued on next page
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FOR SALE: 2 “STARTER”
MANAGEMENT FIRMS

Are you a seasoned manager looking to move on to
Owning your own management firm?
1. Orange County, CA
$240k business annually
2. S. Bay area of Los Angeles,
$120k business annually
Excellent terms, Seasoned accounts, Terrific Opportunity for

someone looking to move up, or existing company to add to their
book of business

Contact info@adamen-inc.com
For more information

from page 8

The Book Report

3. What is most rewarding? Ultimately, we all need to
have that deep sense of satisfaction that what we are
doing is making a difference in the people and world
around us. Make a list of the top four (4) things about
your job that bring the most satisfaction. Maxwell
actually encouraged an audience to find something they
liked to do so much, they would gladly do it for nothing.
Then, learn to do it so well, that people would be glad to
pay you for it!

Have you ever heard of the “Tyranny of the Urgent'? The
basic principle is, “Everything is wurgent, few things are
important”. Few places is this more accurate than in the
world of Association Management. Each and every
homeowner you speak with believes that your success as a
manager rises or falls by how you handle their particular
complaint. The ability to discern between the urgent and the
important is the greatest tool a manager can possess.
Maxwell reveals an important principle by stating, “You
cannot overestimate the unimportance of practically
everything.” Does that mean that virtually everything is
unimportant? By looking at an issue objectively and making
a value judgment on how much of your time will be spent
tackling that particular issue, you will then be able to
determine it's level of importance (or unimportance).
Possibly my most favorite quote from Maxwell on the issue
of determining the importance of a task is this one: “Before
you put off until tomorrow what you could do today, study
it clearly. Maybe you can postpone it indefinitely.”

Make the commitment today to wisely invest in your
resources and discern between the urgent and the important.
I guarantee that your personal and professional growth will
be exponential!

Originally published September 2006 HOA Manager NewsLine

Rolf Crocker is a Business Development Officer for Community
Association Banc, and can be reached at: rcrocker@cabanc.com.
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CLASSIFIED ADS

JOBS
JOBS

ON SITE MANAGER/EXECUTIVE
POSITIONS

Check out our new portfolio position in Hawaii!

Check out our On Site position in
N. Carolina!

ARIZONA

Great place for right person to move up!!

To 65k - Large scale community Phoenix area,
age restricted, seeks association manager. Many
amenities, large budget. Board willing to look at
top level portfolio manager looking to move up.
This position works for a management firm. Full
benefits. Code 3.06

CALIFORNIA

To 105k - 250+ unit hi-rise, Central Orange
County, works for a management firms, start
date approx. 11/07, PCAM CCAM and/or
CMCA, works for a mgmt. firm, full benefits.
Code 5.02

To 90k DOE - Large scale association near Palm
Springs, CA. Currently under construction. This
position works for a mgmt. firm. Start date TBD.
Code 5.117

To 85k - Master Association GM sought in
Menifee, CA. This position works for a mgmt.
firm. This position is on hold until 12/07
However, applicants are encouraged to apply.
Code 5.117.1

OPPORTUNITY TO LEARN AND GROW
FOR THE RIGHT PERSON!

To 85k + Large mgmt. firm in S. California
seeks trainees for large-scale site management
throughout SoCal. Preferred candidates will
have a CCAM/CMCA/PCAM, be willing to
relocate at times for training and eventual take-
over as GM when needed. Candidates to be
considered will have 3+ years in community
management with outstanding people and
communication skills. Hi end portfolio
managers are considered eligible for these
positions. Code 5.23.3

Salary open for right candidate - Large So Cal
Mgmt. firm seeks senior manager to work as
training manager and trouble shooter. The
preferred candidate will have industry
designations and a proven track record of
success in management and/or
supervisory/training. Code 5.04

OREGON

To 75k DOE - Mgmt. firm seeks Hi-Rise
managers for downtown Portland for upcoming
projects in 2007/08. Hi - rise experience

desirable but not required. Will consider hi-end
portfolio manager for this position. Code 38.03

NEW! NORTH CAROLINA

To 95k - Large scale GM sought for 1200 unit
community near Chapel Hill. $4MM budget, 6 in
house employees, contracted staff. Moving
stipend. Bachelor’s degree and PCAM preferred.
Click here for a job description. Code 28.03

WASHINGTON DC/METRO AREA

To 90k - Large mgmt. firm seeks regional
manager with condominium experience. The
preferred candidate will be a dynamic self-
starter with excellent communication and
people skills. Developer experience desired.
This is a key position in a large firm with a
growing HOA COA division. Code 47

SALES/MARKETING

To 90k - Large mgmt. firm seeks regional
manager with condominium experience. The
preferred candidate will be a dynamic self-
starter with excellent communication and
people skills. Developer experience desired.
This is a key position in a large firm with a
growing HOA COA division. Code 47

PORTFOLIO COMMUNITY ASSOCIATION
MANAGER POSITIONS

There is a Continual Demand for portfolio
managers all over the US. Specific jobs may not
be posted, as we have numerous clients from
Virginia to California, Florida to Washington,
who are always in need of good managers. Many
are willing to pay for or share moving expenses.
Contact us at info@adamen-inc.com, or give us a
call at 360.779.6507 for more information, and a
free evaluation of your resume.

ARIZONA

45k - Portfolio: Phoenix area. Code 3.06.1
45k - Portfolio: Phoenix area. Code 3.02
To 48k - Portfolio: Tucson. Code 3.01

CALIFORNIA - NORTHERN

Most of our positions posted below prefer 2 yrs.
experience, CCAM and/or CMCA, provide
benefits and may provide a moving stipend to
the right candidate. Please note that in
California, there is no mandatory CAM license
unless you call yourself a “certified” manager.
For more information on becoming a “certified”
manager, go to www.adamen-inc.com.

To 75k+ - Portfolio: Location: Richmond and East
Bay, Code 5.18

To 55k - Portfolio: Location: Roseville, CA
CCAM preferred. Code 5.115

To 50k - Portfolio: Folsom, CA. CCAM

<>

preferred. Code 5.44.1

To 55k+ - Portfolio: Redwood City, CA. Code 5.40
To 55k - Portfolio: Hayward, CA. Code 5.22

To 55k - Portfolio: Walnut Creek, CA. Code 5.22.1
To 55k - Portfolio: Campbell, CA. Code 5.22.3
To 50k - Portfolio: San Jose, CA. Code 5.22.4

To 55k - Portfolio: Sacramento, CA. Code 5.22.5
To 55k - Portfolio: San Rafael, CA. Code 5.15

CALIFORNIA - SOUTHERN
SAN BERNARDINO

To 55k - Portfolio: Corona, CA Code 5.02.3
Contact us at info@adamen-inc.com

LOS ANGELES AREA
To 50k - Portfolio: Cerritos, CA. Code 5.33.1
To 53k - Portfolio: Culver City, CA Code 5.33.2

ORANGE COUNTY
To 60k - Portfolio: Irvine, CA. Code 5.02.2

To 53k - Portfolio: Mission Viejo, CA. Code 5.23
To 50k - Portfolio: S. Orange County, CA. Code 5.04
To 55k - Portfolio: Santa Ana, CA. Code 5.33.3

RIVERSIDE COUNTY
To 55k - Portfolio: Temecula, CA. Code 5.02.1

To 55k - Hemet/Temecula area. Code 5.33

SAN DIEGO AREA

To 60k - Portfolio: San Diego, CA. Code 5.38
To 60k - Portfolio: San Diego, CA.Code 5.03
To 48k - Portfolio: Carlsbad, CA. Code 5.08
To 50k - Portfolio: Oceanside, CA. Code 5.13

VENTURA COUNTY
To 55k - Portfolio: 1000 Oaks, CA. Code 5.33.4

FLORIDA

Most positions listed below prefer 2 yrs.
experience, CMCA, FLCAM, provide benefits
and may provide a moving stipend to the right
candidate/ position available. You must be a
FLCAM to be a community manager in FL. For
more information obtaining your FLCAM
license, go to: http://www.myflorida.com/
dbpr/pro/cam/cam_index.html

To 50k - Portfolio: Naples, FL. Code 10.01
To 45k - Portfolio: Ft. Myers, FL. Code 10.01.02

To 45k - Portfolio: Orlando, FL. Code 10.00
continued on next page
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HAWAII

NORTH CAROLINA

Take your skills and move to
Beautiful Hawaii!!!
Moving stipend for the right, well-qualified
successful candidate!

To 45k -- Portfolio: Location: Kailua-Kona, on
the Big Island. Code 12.01

NEVADA

Most positions listed below prefer 2 yrs.
experience, CMCA, NVCM, provide benefits
and may provide a moving stipend to the right
candidate/position available. You must be a
NVCM (licensed NV community manager) to
manage associations in NV. For more
information obtaining your NVCM license, go
to: http:/ /www.red.statenv.us/CIC cam.html
For additional information, you can contact
instructor Sara Barry at seblv@aol.com.

To 55k - Portfolio: Las Vegas, NV. Code 34.0
To 45k - Portfolio: Las Vegas, NV. Code 34.01
To 48k - Portfolio: Las Vegas, NV. Code 34.02

To 40k - Portfolio: Reno, NV. Code 34.10

INCREASE YOUR AWARENESS

OF 80,/20

by Julie Adamen

Start out learning the business-Part time. This
company will train you, if you have common
sense, common courtesy, and personal integrity.

10k - 38k - Small management firm, Pittsboro,
NC seeks part-time community manager.
Salary shall be dependent on how many
accounts you are able/want to manage.

Code 28.02

OREGON

Most positions listed below prefer 2 yrs.
experience, CMCA, provide benefits and may
provide a moving stipend to the right candidate.

To 45k - Portfolio: Portland, OR. Code 38.01
To 42k - Portfolio: Portland/ Vancouver. Code 38.02

TEXAS

Most positions listed below prefer 2 yrs.
experience CMCA, provide benefits and may
provide a moving stipend to the right candidate.

To 55k - This Company will pay a moving
stipend! Portfolio: Location: Houston, TX Code 44.15

To 28k - ACC Violation processor: Houston, TX.

Code 44.15.1

To 44k - Portfolio: San Antonio, TX. Code 44.03.2
To 48k - Portfolio: Location: Dallas, TX. Code 44.11
To 45k - Portfolio: Location: Dallas, TX. Code 44.02.2
To 45k - Portfolio: Location: Houston, TX. Code44.03.1
To 40k - Portfolio: The Woodlands, TX. Code 44.02.1
VIRGINIA / DC METRO

Large management firm seeks experienced
community managers, assistants, trainees,
maintenance persons and others for work in the
Virginia/DC/Maryland area. The preferred
experienced management candidates will have a
college degree and PCAM; trainees a college
degree. Others with the right skill sets will also
be considered. Top firm, room to grow, full
benefits. Code 46.01

WASHINGTON STATE

To 55k - Exp. Portfolio manager. Bellevue. Code
48.01

To 55k - Exp. Portfolio manager. Location:
Seattle. Code 48.09

A way to get started in recognizing where you are spending your time and
energy. If you answer “yes” to most of these, you are not spending your
energies efficiently (this applies to managers and executives, as well):

* You're working on tasks other people want you to, but you have no

investment in them.

* You're frequently working on tasks labeled "urgent."
* You're spending time on tasks you are not usually good at doing.
¢ Activities are taking a lot longer than you expected.

* You find yourself complaining all the time.

Now, if you answer “yes” to the following questions, you are already
on your way, or solidly in, that great place of being more effective,

efficient and happier:

* You're engaged in activities that advance your overall purpose in life
(assuming you know what that is — and you should!).
* You're doing things you have always wanted to do or that make you

feel good about yourself.

* You're working on tasks you don't like, but you're doing them

knowing they relate to the bigger picture.

* You're hiring people to do the tasks you are not good at or don't like doing.

* You're smiling.

(www.aafp.org)
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