
 

TITLE: General Manager/Golf Professional JOB CODE:   170 

DEPARTMENT: Golf Course FLSA: Exempt 

PREPARED: October 2005 UPDATED: Feb 2015 

 

Summary:  The General Manager/Golf Professional directs all aspects of the facility including its 
clubhouse, golf and administrative operations. Coordinates and oversees the entire staff and 
monitors the quality of products and services to maximize customer satisfaction. Secures and 
protects facility assets while maximizing revenues and minimizing expenses. 

 

Supervised by:  Town Manager 

Departments this position will manage:  Golf, Merchandise, Teaching, Food and Beverage, 
Clubhouse, Membership Sales, Player Development 

 

Essential Job Functions:  The list that follows is not intended as a comprehensive list; it is 
intended to provide a representative summary of the major duties and responsibilities.  
Incumbent(s) may not be required to perform all duties listed, and may be required to perform 
additional, position-specific tasks. 

General Management 

 Responsible for the development and preparation of budgets, including forecasting and review 
of all facility revenues and expenses on a daily, weekly, monthly, and annual basis 

 Develops/coordinates the development of long range, annual business, and capital plans 

 Analyzes and monitors financial statements, and reviews income and expenses relative to 
plans, implements corrective measures as needed, and reports status on a monthly basis 

 Assures operational compliance with local, state, and federal laws 

 Maintains knowledge and compliance with all lease terms and contractual obligations including 
the Restaurant 

 Develops/implements general policies. Approves specific operational policies, programs, and 
procedures in harmony with the mission and general policies of the Town 

 Monitors the performance of all daily operations, functions and services; assures high 
standards and total customer satisfaction 

 Oversees the care and maintenance of all physical assets and facilities 

 Ensures the highest standards for golf services and programs, golf course and practice areas, 
food and beverage, recreation, entertainment, and other facility services 

 Communicates with Town Manager on a structured and timely basis 

 Ensures evaluations and annual reviews are completed and recorded for all applicable staff 

Golf Operations 

 Track and verify all players and guest, golf cars, club care, lockers, handicap fees, and other 
charges necessary, and facilitate accurate accounting and recordkeeping 

 Oversee golf car fleet while ensuring proper maintenance and recordkeeping 

 Develop and manage an innovative tournament program that services all customer segments 

 Administer the Rules of Golf and educate staff. Promote and provide Rules of Golf clinics to 
the membership 

 Develop, maintain, update and utilize customer database including important dates, spending, 
sizes, preferences 

 Oversee retail merchandise concession in step with the mission of the golf operation and 
facility, while maintaining profitability 
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 Supervise physical inventories, present a diverse and desirable array of golf equipment, 
apparel, and accessories 

 Ensure customer database includes and tracks important dates, spending, sizes, preferences 

 Develop and oversee player development programs utilizing PGA of America Playbooks; 
“Player Development”, “Know Your Customer”, and “Connect With Her” 

 Oversee the administration of the golf handicap program 

 Maintain a close working relationship with the Golf Course Superintendent and provide advice 
on course playability and tournament set up 

 Play golf with a variety of members and/or guests as time permits 

 Coordinate plans with the Restaurant for food and beverage need for all golf functions 

Required Knowledge and Skills: 

 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 

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

 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 

 Maintain a credible golf game and remain current on teaching innovations 

 Knowledge of Town policies and procedures 

 

Education, Experience, and Certifications: 

 Bachelor’s Degree in Business or related field and minimum 2 years experience in golf course 
management 

 Membership in the Professional Golfers’ Association (PGA)—Preferred (not required) 

 State of Arizona driver’s license 

 

Environmental Factors and Conditions/Physical Requirements:  

 Work is performed is performed primarily in outdoor settings; hand-eye coordination is 
necessary to instruct and demonstrate golfing skills and techniques 

 Frequently requires sitting, talking and hearing; regularly requires walking; frequently requires 
using hands to finger, handle, or feel objects, tools, or controls, and to reach with hands and 
arms 

 Occasionally requires lifting and/or moving up to 50 pounds; requires close vision and the ability 
to adjust focus 

 

Equipment and Tools Utilized: 

 Computers, standard office equipment, golf equipment, and training aids 

 

----Some items listed above may be desired but not required---- 


