AMERICAN

COMMUNITY
ASSOCIATION
WARSAW, POLAND

American Community Association
General Manager

POSITION: American Community Association General Manager

OPENING DATE: January 26th, 2016

CLOSING DATE: February 9th, 2016

WORK HOURS: 35 hours per week

SALARY (gross): Not-Ordinarily Resident $18 per hour (gross)
Ordinarily Resident 9,000 PLN per month (gross)

NOTE: Position available May/June 2016

NOTE: This is NOT a position with the U.S. Embassy or U.S. Government. Ordinarily
Resident applicants must have the ability to obtain a work permit within 90 days or already
have the legal right to work in Poland (through Polish citizenship or residency permit).

BASIC FUNCTION OF POSITION

The position of General Manager (GM) in the American Community Association (ACA) provides
support to American personnel assigned to the Embassy Warsaw by providing products and
services through ACA operations. The ACA GM reports to and receives guidance from the ACA
Board and is responsible for the overall management of the ACA office, commissary and
services. The ACA GM is responsible for oversight off all staff and adherence of ACA operations
to regulations of the State Department’'s Commissary and Recreation Affairs, as well as applicable
government regulations and U.S. or Polish laws.

The position of ACA GM includes:

O

o

Oversight and management responsibility of all ACA services and functions which currently
include American Grocery Store, Happy Hour Bar, School Bus service, Bill Payment
service, Car Insurance, Water delivery service, Bus and cultural ticket sales, Dry Cleaning
service, Cell Phone service, Internet service, FedEx service, Auto repair and maintenance
service, bus rental, various hosted events, as well as Cafeteria, Coffee Shop, Beautician
and Fitness Class contract oversight.

Responsibility for review and reconciliation of all U.S. bank accounts.

Responsibility for filing of all U.S. employment quarterly and annual taxes.

Cooperation with the Board of Directors, ACA accountant, working with appointed
committees, advising management, furthering the plans and goals of the Association, and
implementing policies and operating procedures of the Board of Directors.

Oversight of ACA staff to include management of staff through the use of performance
reviews, training and guidance. Staff currently includes 6 full-time and 9 part-time Polish
employees.

Development, improvement and application of office policies and procedures in accordance
with applicable guidance, regulations and laws to provide the most requested and cost
effective products and services to ACA members.



o Enforcement of all applicable ACA rules and procedures including food sanitation
guidelines, workplace safety regulations and all applicable Polish and U.S. laws,
government policies and procedures.

o Promotion and marketing of ACA functions and services to the Membership through various
media and approaches to include emails, posters, articles or advertisements in the
Embassy newsletter, in cooperation with the Community Liaison Office (CLO), and ensuring
new members receive comprehensive and current information about ACA functions,
services and fees.

o Timely and consistent reporting to the ACA Board of all financial and management reports,
comprehensive proposals for new products and services or for purchases/changes that
require Board approval.

o Timely and accurate reporting to Commissary and Recreation Affairs of all required
financial reports and documents.

QUALIFICATIONS REQUIRED

NOTE: Applicants must address each selection criterion detailed below with specific and
comprehensive information as to how they meet the criterion.

1. Education: Completion of secondary school is required.
2. Prior Work Experience: At least one year of managerial experience is required. Experience

in not-for-profit management or in food service, retail sales or other customer oriented industries is
desired.

3. Prior Exposure to U.S. Culture: Experience working with Americans, specifically within the
United States. Familiarity with American retail products.

4. Language Proficiency: Level 4 (fluent) speaking/reading/writing English is required.

5. Skills and Abilities: The ability to draft a variety of correspondence in a clear and concise
manner is required. Excellent interpersonal skills and the ability to communicate effectively with
Americans are required. Working knowledge of MS Windows/MS Office (Word, Excel, Outlook,
and Power Point) and QuickBooks accounting software is required. Ability to work independently
and manage complex processes under strict deadlines is required. Conflict resolution skills and
ability to work with subordinates, customers and Board of Directors are required. The ACA
General Manager must have a working understanding of budgeting and accounting.

6. Security Clearance: Selected candidate will be required to obtain an appropriate security
clearance.

7. Other: Candidates who are departing Poland in less than a year are not eligible to apply.
TO APPLY

Interested applicants for this position should submit the following:

1. A current resume or curriculum vitae; plus

2. Any other documentation (e.g. essays, certificates, awards, copies of degrees earned) that
addresses the qualification requirements of the position as listed above.



SUBMIT APPLICATION TO

American Community Association
U.S. Embassy Warsaw

Al. Ujazdowskie 29/31

00-540 Warsaw

Tel: 022-504-2357

E-mail: O'HaraTV@state.gov

The American Community Association in Poland provides equal opportunity and fair and equitable treatment in
employment to all people without regard to race, color, religion, sex, national origin, age, disability, political affiliation,
marital status, or sexual orientation. The American Community Association also strives to achieve equal employment
opportunity in all personnel operations through continuing diversity enhancement programs.



