LAKE COUNTY FOREST PRESERVE DISTRICT

GOLF OPERATIONS MANAGER
The Golf Operations Manager is responsible for supervisory work at the District’s three Golf Courses, and for implementing the objectives, policies, programs and fiscal practices of golf and clubhouse operations.  This includes but is not limited to, all day-to-day clubhouse operations, financial controls, building maintenance, risk management and safety coordination for golf operations and programs.    This individual reports to the Chief of Golf Operations and supervises temporary employees.

ESSENTIAL FUNCTIONS

1.
Implements an annual management program for tasks to be performed in the golf operation, including the pro-shop, golf car fleet, and food and beverage. 

2.
Responsible for the employment, discipline and/or termination, training, scheduling and supervision of personnel involved in golf and clubhouse operations according to established District policies and procedures.  Maintains a system of employee records and reports, reviews time cards for accuracy and completes the necessary reports.  Keep employees informed of all pertinent District policies, procedures and programs. 

3. Responsible for daily cash receipts, financial records and all necessary cash controls for safekeeping in accordance with established District policies and procedures.  

4. Responsible for inventory control, requisitions, purchase orders, invoices, shipping notices, statements and vouchers for golf operations.  Recommends purchases of golf equipment and supplies, clothing and food and beverages. 

6.
In conjunction with Golf Course Superintendent, regularly inspect the golf course, buildings and equipment to ensure safe playing and working conditions and submit a report of the inspection to the Chief of Golf Operations. 

7.
Supervises the operation of the District’s golf cars, pull carts and rental clubs and is responsible for ensuring daily maintenance.

8.
Responsible for analyzing requirements of special events and leagues and informs client of suitable types of services and quotes prices.  Attempts to sell services of the club, draws up contract and procures client’s deposit and signature.  Responsible for the overall scheduling of golf and the food service operation while avoiding conflicts between golfers and banquet and snack bar guests.

9.
Coordinates, operates, supervises and inspects the daily service of food and beverage.  Maintains standards for food preparation, health standards, user services and customer relations.

10.
Performs lifting tasks up to 50 pounds.

11.
Drives a motorized vehicle to travel to different locations.

12.
Performs tasks that will require walking, bending, stooping, standing, kneeling, climbing, reaching and sitting. 

MARGINAL FUNCTIONS

1.
Promotes public relations to increase interest and the use of the golf facility.  Develops and maintains close cooperation with community officials and creates a strong awareness within the people of the community.  
2.
Develops and promotes special golf functions and tournaments that will generate operation revenues and create an increased public interest in golf for all age groups.

3.
Remains current (i.e. meetings, seminars) on developments and practices within the golf and food services industries.

4.
Participates in the District’s Safety Training Program to ensure that work performed and services provided are implemented in a safe manner.

QUALIFICATIONS

1.
Associates Degree in parks and recreation, sports management, business, or other closely related field.  

2.
Two years of experience in retail/business/recreation management.

3.
Must be a competent golfer with considerable experience in developing, organizing and supervising golf instructional programs, tournaments and special events.

4.
PGA Member (or actively working toward PGA membership)
7.
Must have strong computer knowledge. Ability to manage a point of sale system.
8.
Must be able to obtain an Illinois Food Service Sanitation Certificate and BASSET certification.
9.
Must possess a valid driver’s license.

PSYCHOLOGICAL CONSIDERATIONS

1.
Must have the ability to work around general population in public areas and deal with people under stressful situations. 

2.
Must be able to deal calmly and fairly with conflict and questions.

PHYSIOLOGICAL CONSIDERATIONS

1.
Normal workweek requires weekends, evenings, opening/closing of clubhouse, irregular hours.

2. Ability to climb, stoop, bend, reach, walk, sit, kneel or stand for long periods of time.

3.
Ability to drive a motorized vehicle.

4.
Ability to lift up to 50 pounds.

COGNITIVE CONSIDERATIONS

1. Must possess excellent interpersonal skills to communicate tactfully and courteously with all levels of employees and the public and develop trusting relationships.

2.
Must have the ability to communicate effectively, both verbally and in writing and possess strong public speaking skills

ENVIRONMENTAL CONDITIONS

1. Occasional exposure to inclement weather; extreme heat, cold, and rain.

2. Performs work on computer.  These conditions include lighting, work surface height, work area and seating.

The above is intended to describe the general content of and requirements for the performance of this job.  It is not to be construed as an exhaustive statement of duties, responsibilities or requirements
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