City of Chattanooga, TN

Classification Title:  Assistant Manager, Golf

	Department: 
	General Services
	Pay Grade:
	TBA

	Supervision Received From:
	
Golf Manager
	FLSA Status:
	Non-Exempt

	Supervisory Responsibility For:
	
Serves as a lead over seasonal & part-time pro shop staff
	Established:

Revised:
	06/29/07

07/01/13


CLASSIFICATION SUMMARY:

Incumbents in this classification are responsible for leading the work of seasonal and part-time pro shop staff. Duties include: maintaining pro shop and concession inventory; preparing daily cash reports and bank deposits; maintaining and operating handicap service; scheduling tee times; and, providing general assistance for special events.
SERIES LEVEL:

The Assistant Golf Manager is the first level of a two level pro shop series.
ESSENTIAL FUNCTIONS:

(The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification, only a representative summary of the primary duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.)

· Assists in coordinating daily work activities; organizes, prioritizes, and assigns work of seasonal and part-time staff. 

· Performs customer service functions; provides information and assistance regarding Pro Shop or Golf Course Division facilities, services, merchandise, reservations, policies, procedures, fees, or other issues; and, assists customers with sizing and price information. 

· Responds to complaints and questions related to division activities or operations; provides information, researches problems, and initiates problem resolution. 

· Assists in planning and coordinating golf tournaments, corporate outings, private parties, or other events.

· Assists in maintaining computerized tee time reservation system using database management software. 

· Assists in conducting Pro Shop merchandising activities; sets up merchandise displays; assists in establishing prices for merchandise; assists with planning and selection of merchandise for upcoming seasons; and, enters data pertaining to inventory items, pricing, and sales information into computer. 

· Assists in maintaining inventory of department equipment, merchandise, and supplies; monitors availability of adequate inventory levels to conduct work activities; initiates requests for new/replacement items; stocks incoming merchandise; and, participates in conducting annual inventory counts. 

· Assists with facility cleaning and maintenance activities; assists in cleaning Pro Shop, clubhouse, porch, grills, kitchen, and other areas; assists with repair of golf carts; and, assists in maintaining driving range conditions. 

· Reviews daily cash receipt reports; balances cash receipts against register tapes; makes daily bank deposits. 

· Prepares or completes various forms, reports, correspondence, tee time sheets, cash collection reports, bank deposit forms, merchandise pricing sheets, inventory reports, cost of goods sold reports, purchase vouchers, expense reports, or other documents. 

· Receives various forms, reports, correspondence, reservation reports, shift closing reports, inventory reports, employee records, policies, procedures, rule books, manuals, reference materials, or other documentation; reviews, completes, processes, forwards or retains as appropriate. 

· Operates a computer to enter, retrieve, review or modify data; verifies accuracy of entered data and makes corrections; utilizes word processing, spreadsheet, database, point of sale cash management system, e-mail, or other programs; performs basic maintenance of computer system and office equipment, such as backing up data or replacing paper, ink, or toner; and, coordinates service/repair activities as needed. 

· Operates various equipment associated with Pro Shop or Golf Course Division operations; operates a golf cart to monitor golf course; and, operates a cash register to make point of sale entries or retrieve financial reporting data. 

· Performs other duties as assigned.

MINIMUM QUALIFICATIONS:

High School Diploma or G.E.D., and one year related golf pro shop experience.

LICENSING AND CERTIFICATIONS:

None.

KNOWLEDGE AND SKILLS:

Knowledge of customer service principles; golf pro shop operations; mathematical concepts; basic facility cleaning and maintenance techniques; applicable automated software systems; and, the game of golf.

Skill in providing customer service; handling cash; maintaining records; scheduling tee times; using a computer and related software applications; operating a cash register; performing routine facility cleaning and maintenance activities; preparing operational and activity reports; monitoring and maintaining inventory; and, communication and interpersonal skills as applied to interaction with coworkers, supervisor, the general public, etc. sufficient to exchange or convey information and to receive work direction.

PHYSICAL DEMANDS

Positions in this class typically require: reaching, standing, walking, lifting, fingering, grasping, talking, hearing, seeing and repetitive motions.

WORK ENVIRONMENT:

Medium Work: Exerting up to 50 pounds of force occasionally, and/or up to 20 pounds of force frequently, and/or up to 10 pounds of force constantly to move objects.

Incumbents may be subjected to dusts, chemicals, and extreme temperatures.

SPECIAL REQUIREMENTS:

Safety Sensitive:  N  

Department of Transportation - CDL: N

Child Sensitive: N

The City of Chattanooga, Tennessee is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
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