
Bay Homes Property Management 

Assistant Property Manager / Personal Assistant 
Application Exercise 

Your name: ______________________________        Date: ____________________ 

Thanks for your interest. This exercise helps me understand how you think and work, not just 
what you already know. There are no trick questions — I am most interested in clear reasoning, 
attention to detail, and how you handle a task when not everything is spelled out. 

A few notes: 
•​ Please answer in your own words. Short and clear is better than long and polished. 
•​ If something is missing or unclear in a task, please share how you would handle it. 
•​ Feel free to ask questions along the way; how you ask is part of what I am looking at. 

Part 1 — Google Sheets 

Complete the skills test at spreadsheetclass.com/google-sheets-skills-test — Basic projects 1–4 
and Intermediate projects 5–8. 

Share the completed sheet with carrie170@hotmail.com. 

Part 2 — Judgment 

For each scenario, give your answer and a sentence on why. 

Scenario 1 
You are general support for a sales team. A team member, John, asks you to copyedit a 
document he wants to send to a prospective client about your firm’s services. 

True or False: Once you have copyedited it, you should send the document directly to the client. 

Your answer: 

Scenario 2 
It is late on Friday. Your manager asked you to email three prospective clients to set up 
meetings early next week and forwarded you a template. She is now unreachable for the next 
several hours. Reviewing the template, you suspect it contains factual errors, though you would 
need to confirm. What do you do? 

a.​ Send the emails as-is. 
b.​ Message the manager and wait for her response before sending. 
c.​ Reach out to her administrative assistants to confirm before sending. 
d.​ Correct the potential errors yourself before sending. 

Your answer: 

Scenario 3 
You work directly with a CEO. After a company meeting, they hand you their handwritten 
short-form notes from the speech they gave and ask you to turn them into an email to all 

https://www.spreadsheetclass.com/google-sheets-skills-test/


employees, including those who were not there. What is the most appropriate sequence of 
actions before the email goes out? 

a.​ Type up the notes, fill in the gaps from memory, copyedit, send. 
b.​ Type up the notes, reformat into long-form, copyedit, send. 
c.​ Type up the short-form notes word for word, send. 
d.​ Type up the notes, reformat into long-form, copyedit, send to the CEO for review, then 

send. 
Your answer: 

Scenario 4 
I received the notice below recently. If I asked you to take care of it, what actions would you 
take, and what questions would you have? 

 

Your answer: 

 



Part 3 — Practical tasks 

These are short, realistic versions of the day-to-day work.  

Task 1 — Set up a meeting 
I’d like to have a 30-minute call next week with a prospective tenant who is interested in one of 
our furnished units. Can you set it up? Show me exactly what you would do and paste any 
message or invite you would send. 

Your answer: 

Task 2 — Monday morning 
The following all come into your inbox/texts one morning. Tell me: (1) the order you would 
handle them, (2) what you would do or draft for each, and (3) anything you would flag to me or 
hold for later. 

1.​ A long-term tenant texts that they have had no hot water since last night. 
2.​ A contractor texts that he needs to know which tile to order by end of day, or the bathroom 

remodel slips a week. 
3.​ An Airbnb guest messages asking about parking and whether they can check in early — 

they arrive tomorrow. 
4.​ The plumber’s invoice comes in at $1,450. The quote I approved was $1,150. 
5.​ The city emails that a permit needs one additional document submitted within 10 days. 
6.​ I had asked you earlier in the week to research Berkeley tenant relocation guidelines for a 

unit; it is due “this week.” 
Your answer: 

Task 3 — Draft a tenant notice 
Please draft a notice to the tenants of one of our Berkeley buildings letting them know the water 
will be shut off for scheduled plumbing repairs. Send me the draft you would post. 

Your answer: 

Task 4 — Learn and apply 
Here is the short process I use for a standard maintenance request: 

•​ 1) Acknowledge the tenant within 24 hours. 2) Get specifics and, if helpful, a photo. 3) 
Schedule the right vendor. 4) Confirm the appointment window with the tenant. 5) Follow up 
after to confirm it was resolved, and log it. 

Now apply it to this situation, adapting where the steps don’t fit cleanly: An Airbnb guest who is 
mid-stay (checking out in two days) messages at 8pm that the bathroom sink is draining slowly. 
Walk me through what you would do. 

Your answer: 

Part 4 — A little about you 

In a few sentences: 

1.​ Describe a time you made a mistake and how you handled it. 



2.​ Describe a problem you ran into at work and how you approached it. 
3.​ Describe a time you experienced conflict and how it was resolved. 

 

When you’re done, share the Sheet with carriehuie@gmail.com and send the rest back in 
whatever format is easiest for you. Thank you for your time! 

 

 

 

Detail on the role for reference: 

I wanted to share a little more information about me and this role. I’m a mom of four kids 5 to 18 
yrs old and have been slowly building up my real estate portfolio for the past 6-7 years while 
working full-time in corporate retail. After leaving my W2, I now have a retail consulting business 
with a small team and am also managing our 40-unit portfolio on my own. Abt 27 of the units are 
long-term and 13 are mid-term through Airbnb, with 1-6 month furnished leases, but I may be 
transitioning some of the short-term units into long-term. I had a property manager for one of the 
buildings until early 2023, their attention to detail was lacking with tenants, and in accounting, so 
it was time to part ways. It’s a lot to manage all the tenant communication, lease new units and 
also manage things like remodels which is why I’m hoping I can find help.   

This role will just be working with me. There isn’t a larger company at this time but I’m thinking 
through what the next phase of expansion is and there may be more then but I wouldn’t count 
that in the decision of whether to work with me or not. I’m pretty easy going to work with but also 
hold myself to high standards on quality of work and communication and want to work with 
people who are like-minded. I also move quickly and jump back and forth between topics that 
are high level like where’s the real estate market going, what are rates anticipated to be and 
how would a 1031 exchange fit into that, to very detailed things like what size trap is best to 
reduce the likelihood of toilets clogging. Some people may be ok with this while others may find 
it too difficult to work with which I understand. Lastly, there is no structure right now, a lot lives in 
my head and this is a period of scaling where I need help putting processes in place to allow for 
additional growth into the next phase. Again, some people may be very uncomfortable with the 
lack of structure and fluidity, while others can flex with this.   

The primary responsibility of the role will be to own day-to-day tenant communication with 
tenants and service people along with reminding me/ keeping us moving/ holding me 
accountable to other mid-term and long-term projects like smaller and larger remodels that are 
on the horizon, figuring out an accounting system, scaling all processes, figuring out how to find 
investors, etc. 

If the position interests you, I’m asking applicants to complete/ fill out the attached as the next 
step in the interview process. Then I'd suggest a phone call and potentially meeting in-person in 
Alameda. If this isn’t of interest, that’s ok, too, and I very much appreciate your time. 

 

Here’s the original posting: 

Assistant property manager/ personal assistant (alameda) 



job title: Assistant property manager/ personal assistant 

telecommuting ok 

 

Looking for help managing properties and with household tasks. I'm a mother balancing a retail 
consulting business and growing a real estate portfolio. I have a team on the consulting 
business already so am now looking for help with the real estate and home organization. This is 
a great opportunity for someone who wants to learn real estate from an experienced investor. 
Over the next 9-12 months, we'd be working through a large remodel gutting and restoring a 
Victorian and a 1031 exchange buying a new property, in addition to the day-to-day 
management of several properties and tenants, including both short-term and long-term rentals. 

• Looking for positive, proactive, problem-solver who isn’t afraid to ask questions. Should be 
professional, organized, reliable, clear and concise communication, open to feedback (and I am, 
too) 

• This role is working with me supporting my personal portfolio, it isn't working with a larger 
company. I'm looking for someone to fully take on and own the day-to-day management so that I 
have more mental space and capacity to work on growing the portfolio 

• Please have a high sense of urgency. Quick communication and follow-up is important but may 
be too fast-paced for those coming from slower environments. For example: 

- I reply to texts/ emails within a few hours if not sooner 

- Tenant replies within 24-48 hours and requests resolved within 2-3 days 

- Airbnb replies within 24 hours 

- Replies to contractors, architect, permit questions should happen within a few hours or 
same-day to keep the process moving quickly 

• To be very transparent, which I always try to be, I'm both easy-going to work with but also 
intense. I have a high standard for how my businesses are run and look for strong 
professionalism and transparency. It takes a lot to manage a large family with young kids while 
balancing multiple businesses. I work really well with organized professionals who are 
self-starters and have the ability to see the bigger picture and anticipate what's next, can take a 
project, ask a bunch of questions, and then take it and run. This wouldn't be a good fit for 
someone who needs constant direction. 

• Training provided will be on-the-job training. It is a steep learning curve so patience and 
flexibility is important 

• Ability to adapt and be comfortable in an unstructured environment. There aren't clear 
processes or organization in place currently, which is what I need help with. A lot of the 
information is in my head so it will take some time and patience transferring the knowledge over. 

• Interest in learning real estate. I’m willing to teach/ mentor someone who is interested 

• Preferred experience would include some exposure to real estate, project management, 
executive assistant 

• Majority of this can be done remotely. I tend to stop working around 3p once kids are out of 
school and am online sporadically after 



• Schedule is flexible, most of the work can be done independently on your schedule but does 
require going to properties approx once every week or two on weekdays or weekends based on 
turnover schedule 

Detailed examples of responsibilities include: 

• Properties, day-to-day 

o Tenant communication – Managing maintenance requests, replying within 24-48 hours 

o Replying to tenants on Airbnb within 48-hours 

o Sending welcome messages, check-in/ check-out 

o Coordinating with cleaners during turnovers 

o Visiting units between turnovers to check what’s needed 

o Coordinating time/ services with plumbers, handymen, electricians, appliance repair, etc 

o Going to Target or online to buy towels, toilet paper, extra sheets, etc. 

o Going on Craigslist, FB marketplace to find furniture 

o Posting rental ads as vacant units come up, replying to applicants, scheduling showings 

o Reconciling rent payments 

 

• Properties, process-related 

o Helping me put processes in place to make things run more smoothly and efficiently 

o Researching systems/ platforms for more efficient management, and at scale 

o Help onboard to those systems 

o Researching answers to random things like Berkeley tenant relocation guidelines, Berkeley 
capital improvement calculations, when and how can 3-day notices be given after the 
moratorium, etc. by calling local landlord associations, city departments, googling guidelines 

 

• Properties, project management during remodels 

o Coordinating timelines 

o Pulling permits with city 

o Preparing/ distributing notices to tenants 

o Coordinating contractors, architects, everyone. Scheduling appointments, joining 
appointments for follow-ups 

 

Not part of responsibilities but will have exposure to and opportunity to learn - how to manage a 
real estate portfolio, work with tenants, rent control rules, Airbnb, creating floorplans, city permit 
process, dealing with housing authority, Section 8, leases and rental contracts, local landlord 



associations, working with contractors, working with a designer, shopping for materials, how to 
list and sell a property, how to evaluate purchasing a new property, how to evaluate looking at a 
market, the 1031 exchange process, the purchase process, onboarding a new building 
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