
Job description
	POSITION TITLE:


	Club Manager

	ACCOUNTABLE To:



	Executive Officer

	HOURS PER WEEK
	Part Time 20 hours per week 


	LOCATION:


	

	Functional Relationships:

INTERNAL:

EXTERNAL:
 


	Centre

Chairman of the Board

members
Green keepers

Volunteers

Club Secretaries

Strategic Partners

Any others

	DATE REVIEWED



	


OUR VISION

  TBC
PURPOSE OF POSITION
The primary purpose for the role of the Club manager is:
· To manage and oversee the day-to-day activities of the Club’s administrative and record keeping functions.
· To provide confidential and professional administration support to enable the club to meet its responsibilities and ensure the achievement of team objectives.  
· To work cooperatively with other members of the Club executive to ensure the achievement of all functional organisation objectives.

KEY RESULT AREAS AND RESPONSIBILITIES
	KEY TASKS
	MEASURES

	Record-Keeping

	· Manage the administration and filing for all club activities.
· Manage all database related issues for the club, including the establishment and timely maintenance of records relating to club programmes, members, activities, events and competitions.
· Work with all club staff /volunteers to ensure the completion and maintenance of Health & Safety records.

· Working with the Club Executive, assist with the organisation and administration of events, award ceremonies and competitions in the club, including the co-ordination and distribution of nominations and draw sheets

· Working with the Club President to ensure regular and effective collation and distribution of information relating to events, competitions and awards



	Administrative Support
	· Compose or edit memo’s, letters and reports as required
· Perform general tasks including, but not limited to, preparing correspondence, file organisation, research requested information, archiving, preparing pre-meeting materials for review

· Develop and maintain a follow up system for all correspondence to ensure all items are dealt with in an accurate and timely manner


	Organisation and Coordination
	· Working with the Club President as required
· Process enquiries and bookings relating to the functions/events program and manage the events database, updating as necessary
· Organise catering for meetings/functions and any visitors as required
· In conjunction with the Club President organise the logistics surrounding local, and national events and competitions, such as location, catering, awards etc.
· Oversee all day to day banking for the club, in collaboration with the Club Treasurer


	Relationship Management

	· Build and maintain collaborative relationships with both internal and external stakeholders as directed by the Club President & executive.  This requires you to be cognisant of the effects of your work on other parts of the organization.
· Ensure effective working relationships are developed and maintained with partners and potential partners for the area.
· Protect and maintain existing relationships
· Actively develop a professional volunteer base that enables effective delivery of business and operational plans during seasonal peak times


	Customer Services
	· Contribute to building the Clubs reputation as a first-class club for service, driving and developing a service orientated culture across the club

	Other

	· Responsible for maintaining and further developing own levels of skill and effectiveness in relevant professional areas

· Ensure duties are carried out in a timely and accurate manner, and in accordance with policies and procedures.

· To undertake other duties as reasonably directed by the Club President & executive from time to time




PERSON SPECIFICATION
	
	

	BACKGROUND/EXPERIENCE
	· Proven experience and success in a similar role 
· A reputation as a self-starter with excellent anticipation and prioritisation skills 

· Substantial experience working with highly confidential information
· Must have experience in IT systems such as Microsoft Word, Excel and Outlook and general office duties.
· Support the Match committee with Event Management
· Experience in developing and maintaining excellent internal and external customer relationships.


	QUALIFICATIONS
	·  Management/Administration or a related discipline 


	TECHNICAL SKILLS
	· A willingness to meet the challenge of new technology and systems and keep up to date accurate     records.

· Ability to handle multiple tasks efficiently and effectively and meet tight deadlines 
· Will be able to work as a member of the office team demonstrating an empathy towards the aims and objectives of the Club
· Proven skills in managing day to day operations in a busy working environment
· Attention to relevance, accuracy and timeliness

· Excellent written and oral communication skills

· Accepts accountability for results

· Fosters cooperation to achieve organizational goals
· Have a good understanding of liquor licensing and Bar management

· Experience in managing the day to day cash up of the bar and other income streams.



	PERSONAL ATTRIBUTES
	· A genuine Team Player

· Excellent Attention to Detail

· A strong desire to succeed and continually improve

· Demonstrate the highest degree of integrity, professionalism, diplomacy and discretion required  
· Be an independent thinker and resourceful
· Shows initiative
· Positive and enthusiastic attitude



Approved: 
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