
PROPERTY MANAGER 
Shopping Center Management | Zielona Góra, Poland 

 
ABOUT US 
We are a dynamic retail property management company operating modern shopping centers across Poland. 
Our properties are vibrant commercial hubs serving thousands of customers daily. We are committed to 
operational excellence, tenant satisfaction, and continuous improvement. If you believe in making a real 
impact in a growing organization, we invite you to join our team. 

 
THE POSITION 
We are seeking motivated graduates for the position of Property Manager to join our shopping center 
management team. This is an excellent opportunity to launch your career in real estate and property 
management with comprehensive training, mentorship, and clear growth potential. 

 
YOUR RESPONSIBILITIES 
Shopping Center Operations & Maintenance 

· Manage comprehensive daily operations ensuring efficient functionality, safety, and optimal 
performance of the center  

· Maintain common areas and building systems in clean, safe, and professional condition through 
coordination with service providers  

· Monitor and implement continuous improvements to enhance property operations and develop 
performance reports 

Tenant Relations & Administration 
· Serve as primary contact for tenant inquiries, manage lease agreements (rent reviews, renewals, 

expirations), and administer move-in procedures and renovation projects  
· Monitor lease compliance, fire safety, health & safety regulations, and process rental invoices, security 

deposits, and payment collections  
· Prepare operational cost settlements and reconciliations with tenants, ensuring accurate allocation of 

shared expenses 

Financial Management 
· Prepare and maintain annual operational budgets (OPEX and CAPEX) by October 30th, monitor actual 

costs against approved budgets, and provide regular performance reports to management  
· Process vendor invoices and purchase orders within budget parameters, ensuring cost efficiency and 

market-competitive pricing  
· Prepare annual operational cost reconciliations for tenant allocation and maintain comprehensive 

financial documentation for audits and reporting 

Vendor & Service Provider Management 
· Control and optimize work of all external service providers and contractors, negotiating service 

agreements on market-competitive terms  
· Prepare, review, and monitor contracts related to property operations, ensuring technical compliance 

and effective service delivery  
· Coordinate preventive maintenance programs for all building systems and supervise maintenance and 

repair work to ensure quality standards 

Compliance & Local Authority Relations 
· Communicate with local government authorities, regulatory agencies, and process official notices and 

legal documents on behalf of the property owner  
· Ensure compliance with local regulations, environmental standards, fire safety, and health & safety 

requirements  
· Maintain insurance documentation, coordinate with insurance providers, and prepare annual property 

tax reports and documentation for property valuations 

 



OUR REQUIREMENTS 
Education & Experience 

· Recent graduate (0-2 years experience) 
· Preferred majors: Management, Economics, Real Estate, Business Administration, or related fields 
· Part-time availability (3-4 hours/day, 3 days/week) 

Technical Skills 
· Proficient in MS Office programs (Excel, Word, Outlook) 
· Willingness to learn property management software  
· Strong analytical and organizational skills 
· Attention to detail and accuracy in financial calculations 

Soft Skills & Personal Qualities 
· Strong communication and interpersonal abilities 
· Professional demeanour and responsibility 
· Organized, deadline-oriented, and result-focused 
· Problem-solving mindset and ability to handle multiple priorities 
· Proactive and initiative-driven approach 
· Reliability and punctuality 

Languages 
· Fluent Polish (written and spoken) - essential 
· English language skills (B1 level minimum) - advantageous 

 
WHAT WE OFFER 
Professional Development 

· Support for professional certifications (RICS, facility management courses) 
· Clear advancement opportunities within our property management portfolio 
· Exposure to all aspects of shopping center operations 
· Industry networking opportunities 

Compensation & Benefits 
· Salary: will be defined after interviewing 
· Performance bonuses tied to occupancy rates, tenant retention, and budget management 
· Annual professional development budget 
· Paid vacation 
· Company laptop and necessary equipment 
· Flexible working arrangements and supportive team culture 

Location & Work Environment 
· Location: Zielona Góra - excellent quality of life, lower cost of living than major cities 
· Work Schedule: Full-time, standard business hours, Monday-Friday 
· Start Date: Upon mutual agreement (flexible) 

 
TO APPLY: Submit your CV (Polish or English), cover letter explaining your interest in property management, 
and 2 professional references, if exist. 

CONTACT:  Kostiantyn Hovtvian | k.hovtvian@fizar.pl | Fizar Sp. z o.o. 
  

mailto:k.hovtvian@fizar.pl

