Employment Opportunity
        


                                                    



 EO No: 2012-024
	College of Micronesia–FSM
Human Resources Office 
P.O. Box 159
Kolonia, Pohnpei, FSM 96941
Phone: 691-320-2480  Fax: 691-320-2479


Opening Date:     January 23, 2012
                       Closing Date:  February 31, 2012
Position and Salary:                                         
Assistant General Manager
“Position is not eligible for extended benefits”                                        F/3/A   $7,472 PA                                                                       

Location:                   



     
Pohnpei Campus








Blue Plate Café/Purple Inn
Class Definition: Under the supervision of the Hospitality and Tourism Mangement Instructos, the assistant gereral manager will be responsible for assigned duties for running the hotel and restaurant operations, supervising and trainings of employees, oraganizing events and functions of hotel and restaurant.
Duties:The incumbent is to provide the following services; organizing the operation of the hotel and restaunt, supervise the students in the hotel and restaurant operation, create forms needed for the hotel, supervise students in the opening and closing of the hotel and restaurant, report to the HTM 250 instructor, organize the  coffee and light snack coffee hour, prepare the menu, prespare the food costing, prepare purchase orders for the operation of the restaurant and hotel.
Minimum Qualifications:  A high school graduate. Associate degree with emphasis on management or secretarial training is preferred. Four years of experience which demonstrates competence in assisting in the administrative details of a 2 year college campus, must have excellent organizational skills. Knowledge of: fiscal and general administrative recorkeeping practices, budget and expenditure management process; office management services; standard office equipment, practices and procedures; business English; spelling, grammar, arithmetic and records management. Ability to: manage the administrative details of a 2 year college campus carry out all or a major portion of administrative support functions; good English language proficiency, knowledge of basic word processing, spreadsheet, and database software; be friendly, courteous and a team worker; willingness to participate in training for skills upgrade a plus.
Contact: Applications are available at the College of Micronesia–FSM Human Resources Office, state campus sites or at the college’s website at www.comfsm.fm. 

Process: Applicants must submit an interest letter, resume, COM-FSM Employment Application form, official/hard copy of transcripts mailed directly from schools to HRO and 3 up to date letters of recommendation to Human Resources Office at the address above or send via E-mail to hro@comfsm.fm no later than   February 6, 2011.  Applications will be reviewed following closing.
The College reserves the right to request or require from any applicant additional documentation or certification in addition to the minimum requirements stated in this advertisement in order to be considered for this position.  All persons applying must meet or exceed any additional qualifications required in the COM-FSM Personnel Policy and Procedure Manual. 

	The College of Micronesia–FSM is an equal opportunity employer.


FSM Citizens are encouraged to apply.
