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Job Description

Club:						
Position:		Golf Operations Manager/Director of Golf/Club Professional	
Reports To:		General Manager/Club/Manager/Club Secretary

Overview of Position:
The Golf Operations Manager is the go-to person for all golf-related matters, ensuring the smooth operation of the golf department and maintaining the highest level of service for members and guests. This role involves overseeing all aspects of golf operations, including managing golf course tee reservations, maintaining a steady pace of play, and maximising revenue through retail sales and professional teaching services. In addition, the manager is responsible for supporting the administration of handicaps and coordinating club competitions, ensuring all events run efficiently and meet member expectations.
A key aspect of the role is the seamless organization of golf competitions, corporate days, and club events, which contribute to a vibrant and dynamic golfing atmosphere. The Golf Operations Manager plays a pivotal role in sharing golfing knowledge with the team, ensuring all staff are equipped to deliver exceptional service. They are also instrumental in supporting the club's active membership, helping to maintain strong relationships and continuously improving the overall golfing experience for all involved.
Key Areas of Responsibility:
Golf Operations:
· Oversee the golf course tee sheet to ensure efficient booking, appropriate spacing, and a seamless reservation process for both members and guests.
· Actively manage the pace of play on the course, ensuring golfers maintain the desired pace to enhance the overall experience for all players.
· Ensure smooth integration between members and guest play, balancing tee times and maintaining a high standard of service for both groups.
· Work closely with the Course Manager to monitor and report on the course’s status, ensuring timely communication regarding course conditions and maintenance schedules.
· Develop and administer a comprehensive calendar of golf events and competitions, ensuring they are well-organised and promoted throughout the year.
· Oversee the handicap system for members, ensuring accurate record-keeping, updating, and compliance with relevant golf associations.
· Develop and implement efficient operational processes to ensure smooth daily activities, including check-in, tee sheet management, and customer service.
· Collection of green fees, golf day fees, and other related charges and maintain financial oversight.
· Ensure a high level of customer service for both members and guests, addressing any concerns promptly and maintaining a professional, welcoming environment on the course.
Golf Shop/Retail:
· Ensure the Golf Shop operates efficiently as a first-class retail operation, focusing on customer satisfaction and sales growth.
· Manage product selection and purchasing to meet customer demand, while maintaining an attractive, well-organized retail space.
· Track inventory levels, perform regular stocktakes, and adjust purchasing strategies to optimize stock levels and minimize excess.
· Lead, motivate, and develop a dedicated team to deliver exceptional service within the Golf Shop and ensure smooth day-to-day operations.
· Set competitive pricing strategies and monitor margins to ensure profitability, while maintaining value for customers.
· Oversee the upkeep and maintenance of Golf Buggies, Trollies, and other rental equipment to ensure availability and functionality for daily operations.
· Train team members in customer service, product knowledge, and operational procedures to ensure high standards of service.
· Design and implement effective coaching programs tailored to players of all skill levels, ensuring progression and engagement.
People, Human Resources:
· Coordinate with other departments to ensure the smooth running of the Golf Shop and related activities, including golf competitions and course management. 
· Oversee the training and professional development of all full-time and temporary staff, ensuring they are equipped with the skills to provide excellent service.
· Maintain and enforce high standards of behavior and appearance for all staff to ensure a professional and welcoming environment for members and guests.
· Ensure accurate records are maintained for all staff hours worked, including tracking staff holidays, ensuring proper scheduling and adequate operational coverage.
· Recruit and manage the induction and onboarding process for new starters, ensuring they understand the club’s values, policies, and operational procedures.
· Attend and actively contribute to relevant Committee meetings, offering insights and updates on all Golf related matters.
Finance:
· Create and deliver annual golf retail and golf revenue budgets that align with the overall club strategy and financial goals.
· Oversee retail cost control, ensuring that margins stay within the allocated budget 
· Monitor and manage related stock levels, ensuring inventory is maintained at appropriate levels to meet operational.
· Conduct regular stocktakes and spot checks to ensure inventory accuracy and manage discrepancies. 
· Ensure strict adherence to appropriate cash handling procedures, maintaining accountability and security with all cash transactions.
· Work closely with the Club Manager to handle procurement processes, negotiate with suppliers, and manage supplier relationships for competitive pricing.
· Regularly report on Golf and retail’s financial performance, including analysis of variances, and provide recommendations for improvements.
I hereby confirm that I have read, understood, and acknowledge the contents of this job description.
Signed: _________________________________________
Name: ___________________________________________
Date: ____________________________________________
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