Position Description

Golf Operations Supervisor
Reports to:



Assistant Secretary
Principle Purpose of Position:


· To provide operational support to Assistant Secretary for all Member, Society and Corporate Events. 
· To administer all Visitor bookings

· Welcome Members, their guests and visitors and provide with all drinks and food as required in a professional and courteous manner, according to the standards set by the Club. 
· To assist the Greenkeeping team through the daily schedule of tasks set by the Course Manager.

Key Responsibilities
VISITOR BOOKINGS
· To administer all Visitor reservations.

· To enter Visitor reservations onto the reservations system.

· To administer and account for all green fee payments.

· To produce regular reports and forecasts in liaison with the Assistant Secretary as required by the Secretary.

· To receive and respond to telephone and written requests for information on Visitor reservations.

· To advise the Assistant Secretary of any matters relating to Visitor reservations that require a policy decision. 
Operational Support to the Assistant Secretary:

· Review daily Events Sheets
· Prepare & update start sheets & draw sheets, as required
· Act as official starter for societies and visitors as and when required
Statistical records and reports

· To record details of all rounds played on the Reservations System
· To provide statistical reports, as required
On-line marketing:

· To update the Club Website, as required, with tariffs, results, newsletters and emailings and any other update required.

· Update the Club’s social media platforms.
FOOD AND BEVERAGE SERVICE
· To serve food and drink in the Bar, Lounge, Dining Room and Halfway House as required.
· Ensure that daily standard operating procedures are followed
· To bring attention of the relevant HOD without delay any problems regarding service or the Clubhouse in general
GREENKEEPING
· To help maintain the course, practice facilities and surrounds to the standards defined in the course maintenance and development plan by carrying out the weekly work programmes set by the Course Manager

· To follow the safe working practices implemented by the Course Manager ensuring the safety of all golfers, staff and contractors

HEALTH & SAFETY:

· To be aware of Health & Safety at Work and hygiene regulations and report any irregularities to the Deputy Secretary
· To practice good personal hygiene and cleanliness and comply with the Club’s Policy
GENERAL:
· To participate in training programmes organised by the Club
· To be aware of statutory health and safety regulations as advised by the Club
· To maintain a high level of personal appearance

· To undertake any reasonable task requested by the Assistant Secretary, House Manager, Course Manager or Secretary.
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