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PROPERTY MANAGER
ASSISTANT

100+ Tasks

You Can Delegate to Your Property
Manager Virtual Assistant




Executive Summary

‘ ‘ How to Work Less, Grow Faster, and Make More
Money — Without Hiring Another Local Employee , ,

The Property Manager’s Guide to Using a Virtual Assistant as

Your Ultimate Growth Tool
The Reality

You're wearing too many hats. Tasks are piling up. Your team is stretched thin. And your
growth is stuck. But what if you had a trained, affordable team member who could:

v/ Answer every call and email

v/ Handle accounting, leasing, maintenance follow-up
v/ Help you grow your portfolio

v/ Handle any number of over 100 tasks

This Guide Shows You

Not just what a Virtual Assistant can do — but what results they create for PM companies
like yours. You'll discover how to:

v/ Free up 10-30 hours per week

v/ Reduce vacancy times

v/ Improve tenant service

v/ Eliminate costly admin errors

v/ Add new doors without new payroll

Our Process Works — Here's Why

v/ Industry Specific Training - Our assistants are trained specifically in the property
management industry

v/ 12 Week Training Program - We train our VAs with an industry leading 12 week program,
only 2% make the cut

v/ 5Day Intensive Training - We finish training them specifically on your exact business's
needs and systems

v/ Oongoing Coaching - We continue to build your assistants skill set so they are constantly
improving

v/ Monitoring Department - We monitor your assistants performance daily to ensure
productivity and accountability

v/ Consulting-Level Support - We share our industry knowledge and systems, we've helped
400+ PM companies grow and can help yours too

v/ 30-Day Free Trial — Test your assistant risk-free
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Free Up Your Time

Reclaim 10-30 Hours Per Week by Offloading
the Right Tasks

The Problem

You're constantly checking your phone, putting out fires, answering emails, and fixing what
your team didn‘t finish. You can’t scale when you're buried in to-do's.

Tasks Your VA Can Take Over

+/ Answer and triage inbound phone calls, emails, and texts

+/ Schedule and confirm showings and inspections

\/ Create lease agreements, renewal packets, and welcome letters
+/ Send reminders and follow-ups to tenants and vendors

+/ Prepare owner statements, update ledgers, and pay bills

+ Enter listings, update unit info, and monitor rent rolls

Case Study

I handed off my inbox, calendar, rent roll, and maintenance board. That
gave me back 25 hours a week — and | used it to finally launch my sales
campaign.

PM Company Owner, Orlando FL

’ \

‘ ‘ I’'m not sure | have time to train someone. , ,

That's why we train them for you - with a 12-week training program
focused on property management + 5 days of task-specific training
based on your specific business’s needs.
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What We Do Different

“(s7)- Save Time
We'll show you how to eliminate 50% or more of your weekly workload with one hire.




Increase Revenue Per Door

Add Revenue Without Adding More Units

Margins are tighter than ever. You're doing more for clients, but not getting paid more. Most
PMs never realize there are hidden profit opportunities in their day-to-day workflow.

Tasks Your VA Can Take Over

v/ Set up and bill for additional services (pet rent, parking, storage, utilities)
v/ Track & enforce lease violations with fines

v/ Monitor MTM leases and initiate rate increases

v/ Send out lease renewal offers proactively

v/ Coordinate premium maintenance upgrades (at tenant expense)

v/ Implement new fee structures (admin, convenience, late, processing)

Case Study

We implemented 4 of the revenue boosters your team showed us.
Between utility billing and pet rent, our VA helped add $14,000 in annual
income — without new doors.

Property Manager, Michigan
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‘ ‘ | don’t want to nickel-and-dime tenants. ’ ,

This isn't about squeezing renters - it's about getting paid for services you
already offer. Our consulting services can share systems and tools to
implement that will increase your profit per door, while your VA helps ensure
you don't leave money on the table.
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What We Do Different

“(s5)- We Increase Your Per Door Profit
We help you identify, implement, and manage proven revenue streams — with your
VA running the backend.




educe Vacancies & Improve Leasin

Lease Units Faster. Reduce Downtime. Keep
Owners Happy.

The Problem

You're losing thousands every month to vacancy drag. You know showings aren't being
followed up on fast enough. Listings aren't getting posted soon enough. And renewals get
delayed.

Tasks Your VA Can Take Over

v/ Post listings across all rental platforms

v/ Update unit availability, pricing, and photos

v/ Follow up with guest cards and no-show prospects

v/ Prepare digital leases and send via DocuSign

v/ Monitor renewals and send lease offers at 90/60/30-day intervals
v/ Handle application screening and pre-approval paperwork

Case Study

With our VA running leasing backend, we cut average vacancy time from

21 days to 11. That alone paid for the VA in 3 weeks.

Leasing Manager, Utah
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‘ ‘ How do I know they’ll keep the listings accurate? , ,

We train your VA on how to audit AppFolio/Buildium data, source unit
details from Dropbox or CRM, and confirm changes with your team.
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What We Do Different

-:@} Improve Marketing Operations
Your VA is trained specifically to speed up leasing processes and improve online
accuracy across platforms.




Streamline Maintenance Operations

Take the Chaos Out of Maintenance and Keep
Tenants Happy

The Problem

You're juggling vendors, tenant complaints, and incomplete work orders. Maintenance gets
delayed, sloppy, or forgotten — and it ruins your reputation.

Tasks Your VA Can Take Over

v/ Receive, log, and dispatch maintenance requests

v/ Track open work orders and follow up with tenants/vendors

v/ Schedule seasonal inspections and preventative maintenance
v/ Monitor internal tech summaries and review for grammar/errors
v/ Close out completed jobs and upload photos/notes

v/ Organize maintenance reports and cost summaries for owners

Case Study

We used to lose track of work orders. Since giving our VA full

coordination duties, our techs and vendors stay on track and tenant

reviews have jumped.

Maintenance Coordinator, North Carolina

’ .

‘ ‘ Can a VA really manage maintenance from afar? , ’

Yes — and often better than someone in-house. Think of your VA as your
digital dispatcher and quality tracker.
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What We Do Different

-(s2)- Improve Maintenance Operations
We train dedicated maintenance VAs to streamline scheduling, communication, and
vendor oversight.




Strengthen Customer Service

& Communication

Respond to Every Tenant. Every Time. Without
Hiring Another Staff Member.

The Problem

Tenant complaints are piling up. Phones go unanswered. Emails get delayed. And your
Google reviews are starting to slip.

Tasks Your VA Can Take Over

v/ Answer inbound calls and direct them to the correct department

v/ Respond to tenant questions, requests, and complaints same day
v/ Send welcome packets, move-in instructions, and rent reminders

v/ Follow up after maintenance or lease signing to confirm satisfaction
v/ Monitor chat and social messages and respond promptly

v/ Create email templates for common tenant interactions

Case Study

Just having someone answer the phone and email every day has
drastically improved our tenant satisfaction and reduced my stress.

Solo PM Operator, Seattle WA
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‘ ‘ What if they can’'t communicate like we do? , ,

All our VAs are fluent English speakers, college-educated, and tested for
tone, clarity, and responsiveness — and we monitor performance weekly.
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What We Do Different

-(s¢)- Improve Customer Support
With the right support in place, you'll improve retention, reduce complaints, and
enhance your brand’s reputation — automatically.




Improve Accounting and

Financial Accuracy

Stop Stressing Over Bookkeeping and Monthly
Statements

The Problem

You or your staff are overwhelmed with data entry, missing bills, and reconciling bank
statements. Owner reports are late. Mistakes are slipping through.

Tasks Your VA Can Take Over

v/ Record rent payments and update tenant ledgers

v/ Enter and pay vendor bills via AppFolio/Buildium/Propertyware

v/ Reconcile bank accounts and credit card transactions

v/ Generate and send monthly owner reports

v/ Submit payroll and mileage for internal staff

v/ Maintain logs of property taxes, mortgages, and recurring expenses
v/ Upload utility bills, rebates, and receipts to cloud folders

Case Study

With our VA managing payables and reconciliation, our books are
always current, and our CPA has never been happier.

PM Owner, Sacramento CA

’ \

‘ ‘ Can a VA really be trusted with sensitive financial work? , ,

We only select the top 2% of applicants — all trained in PM software and
backed by a full coaching and compliance team.
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What We Do Different

-:@} Improve Accounting Operations
Our assistants specialize in the exact tools and financial workflows you use every
month.




Speed Up Growth Without

Burning Out

Add New Doors Without Adding New Payroll
Burden

The Problem

You're spending time doing everything — and it's slowing down your growth. Every new client
adds stress because your team is already maxed out.

Tasks Your VA Can Take Over

v/ Prospect owners via LinkedIn, email, and referral follow-ups
v/ Send newsletters and value-driven marketing content

v/ Research competitor pricing and market trends

v/ Set appointments and follow up on inquiries

v/ Help launch and manage owner onboarding tasks

v/ Manage owner documents, setup portals, and send PMAs

Case Study

We went from 120 to 180 units in 6 months because | had a VA helping

with onboarding and lead follow-up every day.

Founder, East Coast PM Firm
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‘ ‘ I don’t need more leads — | need help managing them. , ,

Exactly. That's why we give you both: trained assistants to help you follow
up AND consulting guidance on how to grow profitably.
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What We Do Different

“(s7)- Staffing for Growth

You don’t just need more doors — you need the systems and support to handle them.
That's what we build with you.




Get Yourlife Back as an

Owner or Founder

Build aBusiness That Doesn’t Rely on You for
Every Decision

The Problem

You've built something good — but now you're the bottleneck. Everything flows through you.
And you're wondering how long you can keep it up.

Tasks Your VA Can Take Over

v/ Manage your inbox, calendar, and daily to-do list

v/ Prep reports, summaries, and follow-ups after meetings
v/ Handle internal SOP updates and task checklists

v/ Research tools, vendors, and process improvements

v/ Help manage staff schedules and communications

v/ Keep owners and tenants informed proactively

v/ Support your leadership team with recurring admin

Case Study

My VA became my executive assistant. | finally took a real vacation. And

the business didn't fall apart.

Owner, 300+ Unit PM Company
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‘ ‘ I don't trust anyone to manage my day but me. , ,

You don't need to — at first. Most founders start with just email or
calendar management. And then grow from there as trust builds.
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What We Do Different

-“(s0)- Our Coaching & Monitoring Departments
We don't just drop off a VA. We help them integrate with your team and support their
ongoing growth and performance.




More Reasons to Choose Property
Management Virtual Assistants

( We ONLY Train Property Management Virtual Assistants

No other companies focus solely on Property Management. That is all we do. We train our virtual
assistants in the property management industry, plus we train them to work in our own property
management company so they get real world experience.

/ Extensive 12-Week Training and Vetting Program

No VA companies train and vet their virtual assistants for as long as we do. Just ask them. Our
virtual assistants undergo a comprehensive 12-week training and vetting process, ensuring
top-notch service.

L

5-Day Client-Specific Onboarding

Before your VA begins, they also go through five intensive days of training focused 100% on your
systems, tools, and expectations.

No guessing. No confusion. Just results from Day 1.

Ongoing Skills Training (3+ Webinars Monthly)

Learning never stops. Your VA continues developing with monthly webinars on project
management, communication, productivity, and more.

Al-Enhanced Workflows

We don't just embrace Al—we teach it. Prosper VAs are trained on tools like ChatGPT, Google
Gemini, and other task specific Al tools to streamline your operations.

Tech-Ready from Day One

Each assistant is equipped with a laptop, noise-canceling headset, antivirus software, and all
the business tools needed to do the job right.
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Transparent, Affordable Pricing

Full-time support starts at just $7.99/hr with no hidden fees, no add-ons, and no
nickel-and-diming.

You’ll always know what you’re paying—and what you’re getting.




Everything You Get with

PropertyManagerAssistant.com

You're not just hiring a person. You're getting a
high-performance productivity system backed by

() ' —
.. -
PM Industry Avetted, Adedicated
Specific Training trained VA onboarding process
g ¢
&
A manager Acoach AnHRteam
?
M doecb
A performance Ongoing professional Al powered tools
monitoring system development & training

Allfor less than the cost of doing it all yourself—and without the stress.
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Claim Your

30 Day Free Trial
Use Code

Visit

@ www.PropertyManugerAssistunt.comILM'IOO)

to book a discovery call



