Community Association General Manager
BIG BASS LAKE COMMUNITY ASSOCIATION 	
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Description
Big Bass Lake Community Association (BBLCA) in Gouldsboro, Pennsylvania, is currently seeking an exceptional general manager to join our team. BBLCA is a large, established, award-winning, environmentally conscious, lake community in the Poconos Mountains. Our ideal candidate is extremely organized and can put in place systems, processes and controls to allow our members and staff to interact productively and to function efficiently. He or she should be comfortable with cloud-based software and have a desire to learn more. Responsibilities include managing the community and preserving our pristine environment in a way that is consistent with the community’s by-laws, covenants and overall strategic plan of the board. Accountable for all business, financial, and management aspects of the community including preparing and implementing a budget, developing and maintaining strong working relationships with members, overseeing mission-critical processes such as safety, maintenance, facilities, and lake management, and supervising the day-to-day activities of staff as well as vendors.
Duties include but are not limited to:
· Oversee the operation and administration of BBLCA in accordance with governing policies and procedures.
· Lead a team of departmental managers and several full- and part-time staff members. 
· Prepare monthly financial and management reports.
· Provide and/or oversee recommendations to the BBLCA Board of Directors regarding major capital expenditures as required to meet environmental standards and to maintain the desired community appearance and operation.
· Communicate with homeowners/members regarding community governance, maintenance, billing, community amenities, community schedules, owner responsibilities, etc.
· Handle relations with homeowners, guests and tenants in a positive, professional, and honest manner. 
· Manage risk and develop emergency-response and business-continuity plans.
· Maintain and negotiate community insurance.
· Confer with legal counsel on community governance and collections.
· Prepare for and attend board meetings and community events.
· Periodically update and review studies in conjunction with the board and outside advisors.
· Procure, review, and summarize bids for projects.
· Manage vendors and evaluate their performance.
· Conduct community and facility inspections.
· Maintain schedule for preventative maintenance.
· Other duties as assigned.





Education and experience 
• Bachelor’s degree required 
• 5+ years of community association or equivalent operations/business experience required
• Background or certification in environmental science and sustainability preferred
• Certified Manager of Community Associations (CMAC) or Association Management Specialist (AMS) certification is a bonus.

Required Skills and Qualities
· Fiscally responsible
· Professional communication skills (e.g., phone, interpersonal, written, verbal, etc.)
· Member-focused mindset and customer-service orientation
· Outstanding project management skills
· Up to date on HR legal requirements and hiring practices
· Proficient with QuickBooks and Microsoft Office products (e.g., Word, Excel, Outlook, etc.), along with the ability to grasp web-based ERP applications 
· Ability to implement and work within controls and compliance frameworks
· Familiar with conflict-resolution and mediation techniques
· Knowledge of sustainable, ecofriendly practices 


 To apply, send cover letter and resume to DarFiscus@creativeaccessnyc.com. 
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