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In today's digital age, property managers and real estate professionals 
are increasingly leveraging the power of virtual assistants (VAs) to 
streamline their operations, save time, and increase efficiency. 

However, the key to unlocking the full potential of VAs and remote teams 
lies in the effective management of these valuable resources. 

 is here to help! We hope this guide will equip property 
managers with the knowledge and best practices for building and 
managing a stellar VA team.
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As property managers increasingly adopt virtual assistants to enhance their operations, 
the importance of management becomes paramount. Let's delve deeper into the 
reasons why exemplary management is non-negotiable in this industry:

Why Excellent Management is Crucial for
Property Managers

2.

Accelerated Task Completion:
With a clear direction and unambiguous instructions, virtual assistants can tackle 
tasks more rapidly, making sure they align with the property manager's timeline and 
expectations. This is especially vital for time-sensitive tasks, such as addressing 
tenant concerns or processing lease renewals.

Minimized Redundancies:
Proper management involves creating systematic workflows. When VAs have a 
clear roadmap of what needs to be done and when, it dramatically reduces the 
chances of repetitive tasks, ensuring work is done right the first time.

Streamlined Communication:
Regular check-ins and clear communication channels mean fewer 
back-and-forths. Every question answered promptly, and every clarification given in 
real time can save hours in cumulative work time.

Time-Savings

The Ultimate Guide to Managing Property Management Virtual Assistants



3.

Role Mastery:
When VAs are guided correctly, they not only understand their tasks but master 
them. Over time, this mastery translates into tasks being executed with higher 
quality and in less time.

Resource Utilization:
Effective management ensures that VAs have all the resources and tools they need 
at their disposal. When VAs don’t have to waste time searching for information or 
tools, their efficiency naturally increases.

Fostered Innovation:
A well-managed environment encourages VAs to think outside the box. They feel 
confident to suggest improvements or new strategies which can further optimize 
processes.

Efficiency

Reduced Training Expenses:
While initial training is a given, consistent and clear management drastically cuts 
down the need for retraining. When VAs are clear about their roles and receive 
regular feedback, they are less likely to drift from their primary responsibilities, 
ensuring that the investment in their training pays off exponentially.

Error Reduction:
Mistakes can be costly, both in terms of monetary value and reputation. Proper 
management, which includes regular oversight and clear guidelines, significantly 
reduces the margin for error. This means less money spent rectifying mistakes or 
compensating for them.

Optimal Resource Allocation:
Efficient management allows property managers to allocate resources where they 
are most needed. Instead of wasting funds on redundant tasks or unnecessary 
processes, managers can focus on growth initiatives, property upgrades, or tenant 
engagement programs.

Cost Savings
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4.

As property managers navigate the complexities of real estate, efficient management 
becomes the cornerstone for success. It's not just about overseeing virtual assistants; it's 
about creating an environment where tasks are executed seamlessly, productivity is at 
its peak, and costs are optimized. 
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Now that you understand how a well-managed team can improve efficiency, save time, 
and reduce costs, it’s time to learn how to manage your property management virtual 
assistants well! 

Managing virtual assistants efficiently requires a unique set of strategies that cater to 
their remote working environment while ensuring they're in tune with your company's 
objectives. Apply the following tips to ensure a seamless work relationship with your 
virtual contractors and remote teams.

How to Manage Virtual Assistants and Remote
Teams

5.

Provide Role Clarity:
Before a new team member starts, provide a detailed job description that lists all 
tasks and responsibilities. This should also highlight any metrics they should meet or 
quality standards they should adhere to.

Establish the Feedback Loop:
Let your VA know how often you'll provide feedback and in what format. This helps 
them understand that their work will be evaluated and gives them an opportunity to 
correct course if needed.

Set Clear Expectations
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Define Performance Benchmarks:
Define what success looks like. Whether it’s a certain number of tasks completed 
daily, a level of accuracy, or responsiveness, having measurable benchmarks 
ensures the VA knows what they're aiming for.

Make Sure You Have Good Documentation:
Documentation, such as Standard Operating Procedures (SOPs), provides a clear 
roadmap for tasks. It ensures consistency in work processes, minimizes errors, and 
serves as a reference point in case of doubts.

Establish a Routine:
Whether weekly or bi-weekly, having a consistent check-in schedule helps your VA 
anticipate discussions, prepare updates, and address concerns.

Create Agendas:
Send an agenda ahead of time. This ensures both parties know what will be 
discussed and can come prepared. It's a way of respecting each other's time.

Have an Open Floor Policy:
Encourage your VA to bring up challenges, insights, or suggestions during these 
check-ins. This fosters a culture of continuous improvement.

Document Everything:
Keep a record of what was discussed, decisions made, and actions to be taken. This 
serves as a reference for both parties.

Plan Regular Check-ins

Use Project Management Software:
Tools like Asana, Teamwork, Trello, or Monday.com help assign tasks, set deadlines, 
and monitor progress. They also serve as a centralized location for all task-related 
information, eliminating back-and-forth emails.

Use Communication Platforms:
While emails are essential, instant messaging tools like Slack or Microsoft Teams 
can speed up communication for quick queries or updates. For in-depth

Use the Right Tools
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discussions or brainstorming sessions, video conferencing tools like Zoom or Google 
Meet can recreate the face-to-face meeting environment.

Provide Cloud Storage:
Google Drive, Dropbox, or OneDrive allow both parties to share, access, and edit 
documents in real time. This not only ensures everyone has the latest version of a 
document but also provides a backup.

Use Time-Tracking Tools:
These are especially useful if you pay your VA hourly. Tools like Toggl or Harvest help 
monitor how time is spent, ensuring productivity and accountability.

Apply Shared Calendars:
Google Calendar or Outlook can help in scheduling meetings, setting reminders for 
tasks, and ensuring that both parties are aware of each other's availability.

7.

By setting the foundation with clear expectations, maintaining consistent 
communication, and leveraging technology, property managers can get the best out of 
their virtual assistants. This harmonious relationship will not only boost the productivity of 
the VA but also free up significant time and resources for the property manager.
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Before you can manage a virtual assistant for property management (or a fully remote 
team), you’ll need to onboard a new VA! Onboarding is the first step (and a crucial one) 
for successfully building and managing virtual teams. 

To successfully start a new team member in their role with your company:

Don’t rush through the onboarding process! It’s crucial to provide helpful resources, 
guide the training, and ensure your new virtual assistant understands their role and tasks 
to help them do well in their new position.

How to Onboard a VA for Success

8.

Ensure Comprehensive Training:
Offer detailed training sessions covering your company's software, processes, and 
expectations.

Pair Them with a Mentor:
If possible, let a seasoned team member guide them through the initial phase.

Provide Resources:
Ensure your VA can access all necessary tools and resources to carry out their job 
effectively.
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If you’ve never heard these terms before (or realized there was a difference), 
understanding each can help you manage your remote property management team 
more effectively.

This involves giving tasks with clear instructions, deadlines, and expected outcomes. 
It means trusting your VA to handle tasks but maintaining ultimate responsibility.

Learn the Difference: Delegating vs. Abdicating

9.

Delegating:

This means handing over tasks without clear guidance or follow-up. It's a hands-off 
approach that can lead to misunderstandings and mistakes, ultimately leading to a 
team of VAs who don’t understand their roles or tasks and miss deadlines. 

For optimal results, property managers should lean more towards delegation than 
abdication. Building a team of capable virtual assistants helps you feel comfortable 
delegating tasks you know will be handled successfully. 

Abdicating:
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Earlier in this guide, we talked about how virtual assistants help improve productivity. 
However, the productivity of your remote team is often directly tied to their time 
management skills. 

For property managers who rely heavily on VAs for various tasks, it's essential to foster an 
environment that aids effective time management. Here's an in-depth exploration of 
strategies that can be adopted.

How to Help Virtual Assistants Manage Their Time
for Better Productivity

10.

A Mental Refresh:
Just as a computer runs more efficiently after a reboot, the human brain benefits 
immensely from short breaks. These intervals allow VAs to return to their tasks with a 
fresh perspective, often leading to better problem-solving and creativity.

Prevent Burnout:
Continuous work without breaks can lead to burnout, reducing the quality and 
quantity of work. By encouraging VAs to take regular breaks, you're investing in their 
well-being and ensuring consistent performance.

Scheduled vs. Ad hoc Breaks:
While spontaneous breaks have their merits, scheduled breaks (for instance, a 
5-minute break every hour) can be more beneficial as they provide a routine, 
allowing virtual team members to pace themselves.

Encourage Breaks
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11.

Prioritization:
With clear deadlines, remote team members can easily prioritize tasks. Knowing 
what needs immediate attention versus what can be tackled later helps streamline 
their workday.

Time Allocation:
Deadlines provide a timeframe that aids VAs in allocating appropriate amounts of 
time to different tasks, ensuring that they don’t over-invest time in one task at the 
expense of others.

Accountability:
Deadlines are also tools for accountability. They offer milestones to work towards 
and give managers a measure to track and evaluate performance.

Set Clear Deadlines

The Pomodoro Technique:
This technique involves working intensely for 25 minutes, followed by a 5-minute 
break. It harnesses the brain's focus for short periods, maximizing productivity 
during those intervals and then offering a brief period of relaxation.

Time Tracking Software:
Tools like Toggl or RescueTime can provide insights into how VAs spend their work 
hours. Not only does this promote accountability, but over time, VAs can identify 
patterns, understand their peak productivity hours, and structure their day
accordingly.

Minimize Distractions:
Tools like Focus@Will or Noisli provide background sounds or music designed to 
improve concentration. Alternatively, apps like Cold Turkey or Freedom can block 
distracting websites, ensuring that VAs remain focused on the task at hand.

Encourage the Use of Productivity Tools

Helping your remote team members stay focused and manage their time well improves 
productivity for your company!
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Key Performance Indicators (KPIs) help virtual assistants understand expectations and 
have tangible goals to work toward. Applying relevant metrics to a VA’s performance 
helps encourage them to do well in their roles, helps property managers monitor
performance, and highlight areas where a team member could use more training to 
meet expectations. 

KPIs can be a mix of small daily or weekly goals along with more substantial metrics that 
could be quarterly or annually. They can relate to personal development, role-specific 
accomplishments, and ongoing metrics to show progress toward better customer
service. 

When setting KPIs for a virtual team member, consider the following:

Experienced virtual assistants understand the value of KPIs and how to incorporate them 
into excelling in their roles!

Don’t Forget About Setting and Monitoring KPIs

12.

Task Completion Rates:
Monitor the number of tasks completed versus those assigned.

Response Time:
Measure the speed of response to tenant or client queries.

Accuracy Rate:
Monitor errors in tasks like data entry or report generation.

Client/Tenant Satisfaction:
Use feedback forms or surveys to gauge satisfaction levels regarding VA-handled 
tasks.
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Virtual assistants can be game-changers for property managers and real estate
professionals. When managed correctly, they can offer immense benefits, from cost 
savings to improved efficiency. By following this guide, property managers can ensure 
that they not only build a team with the best VAs but also manage them effectively to 
get the most out of their collaboration.

For more help finding the best industry-experienced team members and managing 
them successfully, visit 

Successful Virtual Team Management Leads to
Business Growth


