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SAMPLE
 DIRECTOR OF GOLF JOB DESCRIPTION
Position Concept: As a member of the Golf Management Team, the Director of Golf will oversee the total golf operation and services offered including the golf shop, golf range, golf services areas and golf car operation including supervision of the head golf professional. The position will promote an exceptional "golf experience," and provide excellent services and programs for all patrons. 
Supervised By: _______________________________

The Position Supervises: (check those that apply)

          □ Head Professional                    
□ Player Development Manager        
□ Tournament Director
          □ Assistant Professionals
             
□ Merchandise Manager                           
□ Beverage Cart Attendant
          □ Golf Shop Service Staff                
□ Club Fitter/Club Repair Staff                
□ Locker Room Staff
          □ Teaching Professionals               
□ Outside Service Staff                             
□ Cart Mechanic
         








           
□ Other _______________                                                                                                                          
Prioritized Keys to Successful Performance

#1 _________________________________________            #4 ________________________________________

#2 _________________________________________            #5 ________________________________________

#3 _________________________________________            #6 ________________________________________

Specific Responsibilities  - include but are not limited to:
· Oversee the management and performance of all golf shop and applicable department operations and services; assure high standards and total customer satisfaction 

· Establish golf shop operations personnel policies and ensure proper hiring, training, supervising, personal development and corrective action in accordance with fair labor standards, safety and established policy 

· Oversee the development of operating procedures and training manuals for the golf operation
· Oversee and manage the Head Golf Professional(s) and all golf department staff
· Schedules and chairs regular staff meetings focused on customers, operations, revenue growth, cost containment and continuous improvement
· Attends as invited committee/staff/public meetings representing the facility

· Develop/coordinate the development of annual business plans for the golf operation 

· Coordinate and ensure all written correspondence, reporting, newsletters, and communications for the golf operation
· Coordinate plans with the Food and Beverage Manager for all food and beverage needs, on-course food and beverage needs, banquets, outside events, and catering for all golf functions
· Meet, greet, and welcome prospective customers/patrons
· Enforce all rules and regulations governing golf course usage 

· Develop and oversee an innovative tournament schedule and golf activities program that services all customer segments
· Develop and oversee golf instruction, clinics, golf schools, and player development programs for all customer segments 

· Develop and oversee a profitable merchandise concession that is consistent with customer/patron demographics and needs
· Oversee golf marketing initiatives including all promotional materials, play recruitment, yield management, golf packages, and outside events plus the promotion of new golf memberships (where applicable)
· Oversee all fiscal areas and performance for the golf operations including planning, budgeting, forecasting, monitoring, and correction
· Establish sales goals and forecasts for all golf programs and services; generate, monitor and analyze reports
· Maintain a close working relationship with the Golf Course Superintendent and other department heads
· Play golf with customers/patrons of all skill levels as time and duties permit
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· Oversee and enforce golf shop operations policies, procedures, controls, and fee structures to ensure the safekeeping of assets, inventory and resources
· Where applicable, supervise the Membership Sales Director in the promotion of new member leads, interaction with prospective members and orientation of new members
Knowledge, Skills and Traits
· Maintain PGA of America membership in good standing in an active classification
· Actively pursue PGA membership (if a PGA Apprentice) in a timely manner through the PGA Professional Golf Management (PGA PGM) program
· Fundamental knowledge of the game of golf, rules of golf, golf facility operations and tournament operations
· Fundamental supervisory practices and principles
· Act as a role model for all employees by demonstrating the behavior and work ethic expected of all employees
· Strong organizational, planning and prioritization skills

· Self-motivated with desire to promote and market

· Service and customer focused attitude
· Experienced in written and oral business communications

· Remain up-to-date on customer relationship management tactics and strategies 

· Utilize the resources of PGA player development programs such as Get Golf Ready, PGA Sports Academy, Tee it Forward and others
· Experienced computer user including; Microsoft Word and Excel. Proficient in other applications, i.e. email, internet, tournament and database

· Maintain and promote a positive professional image within the community
· Attend conferences, workshops, meetings, and trade shows to keep abreast of marketing and business trends

· Maintain a credible golf game and remain current on teaching innovations


Notice:  Employers may consider adding the following optional components to this document


Work experience and/or education requirements 


Qualifications/Certifications/Licensures


Working  conditions


Typical physical demands


Equipment operated


Exemption classification – Exempt or Non-Exempt Classification


Confidential data available to employee


Compensation information











