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	Job Description & Objectives January 2025



	Job Title 
	Horsforth Golf Club General Manager 

	Responsible to 
	The role will report directly to the Club President 

	
	

	Objectives




























































	To complete any reasonable ad-hoc duties as requested by the Board.

To take responsibility for budgets, accounts and invoices working closely with the Finance Director. 

To advertise and sell marketing space around the course to local businesses.

To measure member satisfaction through listening groups, surveys and any other feedback opportunities.  To maintain and improve the member satisfaction scores. 

To identify and develop areas for future investment to support future revenue and assist with member retention.

To ensure that Club Honours boards and any other appropriate boards/photographs are updated as necessary.

To maintain accurate and timely membership and subscription information via ClubV1 whilst reconciling all payments.

To support the Business Development Director in developing effective membership retention and new member recruitment strategies.

To work with the Finance Director, House Director and House Manager to monitor all supplier contracts and review the market to manage costs accordingly.  

To work with the Finance Director to continually review the Clubs financial position.

To work with the Board to agree annual subscriptions by the end of February each year. 

Prepare annual subscription invoices and manage the remittance process.

Oversee the collect of membership subscriptions in conjunction with the Treasurer and finance assistant.
 
To liaise with all Directors to ensure that relevant and appropriate matters are brought to their attention.

To ensure that all appropriate paperwork is returned to Companies House.  

Ensure that the AGM notice is posted in a timely manner and documents are all prepared for circulation to the membership.  

To ensure that GDPR regulations are adhered to and that the Club’s GDPR policy is implemented and all records kept in accordance with the policy and relevant legislation. 

To oversee the annual insurance renewal ensuring that appropriate cover is in place, that it is cost effective and in line with budgets.

To manage and handle any insurance claims as required.

To review and implement the marketing strategy for the Club working with the Business Development Director and Sub-Committee.

To take responsibility for all aspects of the management and updating of the Club website.

	Behaviours
	To demonstrate dedication to the Club’s purpose and vision.

To display empathy and support the employees of the Club.

To develop positive relationships with the Board of directors, staff members and Club members.

To deliver consistent results that all staff would strive to replicate.

To have a diplomatic approach when dealing with issues.



	Skills Required
	A wide and varied skill base will be required to meet the needs of this role including:
· Line management experience
· HR knowledge
· IT Literate
· Knowledge of all aspects of social media
· Knowledge of Microsoft Office 
· Knowledge of golf club software packages
· Ideally a Golf Club management background
· Ideally a Club Manager qualification/accreditation
· Strong people and communication skills
· The ability to work to deadlines and prioritise work to maximise output
· Attention to detail
· Experience of conflict resolution
· Strong customer service skills
· A flexible approach to react to the needs of the situation.
· The ability to motivate, engage and praise others
· Customer-focused
· Continually re-examine golf club membership categories
· Good planning/organisational skills especially time management
· To be driven to continuously improve all aspects of the Club’s offering to surpass expectations
· Flexible approach to your working hours for the needs of the business
· Committed team player
· The ability to listen effectively
· The ability to build trust 
· Confidence without being over-confident



	Location
	Horsforth Golf Club

	Hours of Work
	Full Time 40 Hours per week 
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