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MERCURY BAY GOLF CLUB

POSITION DESCRIPTION – CLUB MANAGER

Position Title: Club Manager
Reports To: Club Committee via the President
Location: Mercury Bay Golf Club
Date: 2026

1. POSITION SUMMARY
The Club Manager is responsible for the overall leadership, operational performance, financial sustainability, and long-term development of the Mercury Bay Golf Club. This is a hands-on management role requiring strong commercial acumen, excellent communication skills, and an ability to deliver a consistently high-quality member and customer experience.
The Manager oversees all operational areas including course maintenance, golf operations, membership services, bar operations, administration, events, and contractor management. The role also plays an essential part in promoting the Club within the golfing community and broader local area.

2. KEY PURPOSE OF THE ROLE
The key purpose of the Club Manager is to:
· Provide operational and strategic leadership across all Club functions
· Ensure exceptional member satisfaction and positive club culture
· Manage staff, contractors, resources, and facilities effectively
· Ensure strong financial performance and long-term sustainability
· Grow membership, sponsorship, community engagement, and Club visibility

3. KEY RELATIONSHIPS
Internal:
· Committee President (primary reporting line)
· Committee 
· Greenkeeping staff and contractors
· Golf operations staff
· Bar and hospitality staff
· Administration & membership services
· Members and Volunteers 
External:
· Golf New Zealand and regional golf bodies
· Sponsors and commercial partners
· Suppliers, contractors, and service providers
· Tournament organisers and event partners
· Community groups and local organisations

4. DELEGATED AUTHORITY
The Manager has authority to:
· Approve operational expenditure up to limits defined by the Committee
· Recruit casual and part-time staff within approved budgets
· Manage supplier contracts and negotiate pricing within policy guidelines
· Develop and implement internal policies and procedures (subject to Committee approval)
· Make operational decisions required for smooth day-to-day running of the Club

5. KEY RESPONSIBILITIES

5.1 Operational Management
· Provide full oversight of all Club operations including golf activities, administrative processes, facilities, and member services
· Prepare the annual operational plan and support strategic plan initiatives
· Manage the greenkeeping function to ensure high-quality course presentation
· Oversee bar operations including licensing compliance, stock control, rostering, and service standards
· Manage all Club contractors, suppliers, and service agreements
· Ensure compliance with all statutory requirements, including employment law, H&S, liquor licensing, and financial obligations
· Maintain an effective risk management framework, ensuring all risks are identified, monitored, and mitigated
· Oversee asset management, maintenance schedules, and equipment lifecycle planning
· Attend and report at monthly Committee meetings
· Maintain up-to-date knowledge of industry best practice, trends, and emerging opportunities

5.2 Financial Management
· Oversee all financial operations to ensure the Club remains financially sustainable
· Prepare annual budgets for Committee approval
· Monitor financial performance and take corrective action when required
· Provide accurate monthly financial and operational reports
· Ensure strong stock control, cash handling procedures, and financial discipline across all departments
· Assist with financial planning for capital projects and grant applications

5.3 Human Resources Management
· Lead, coach, develop, and supervise all staff and contractors across greenkeeping, golf services, bar operations, and administration
· Conduct regular performance reviews and address performance issues promptly
· Ensure all employment practices comply with NZ employment legislation
· Maintain a positive, professional, and collaborative work culture
· Ensure adequate staffing levels to meet operational demands
· Provide training and professional development opportunities for staff

5.4 Marketing, Membership & Promotions
· Engage with members and be visible and accessible to the Club community
· Monitor member satisfaction and take action to improve service delivery
· Develop and execute marketing plans to grow membership and retain existing members
· Create and promote tournaments, social events, corporate golf days, and community events
· Manage all communication channels, including website, social media, newsletters, and event notices
· Build strong sponsorship relationships and secure new commercial partnerships
· Manage grant applications for capital projects and equipment
· Maintain ongoing relationships with sponsors and provide timely updates and value reporting

5.5 Health & Safety
· Ensure full compliance with the Health and Safety at Work Act 2015
· Maintain and oversee the Club’s H&S framework, registers, and reporting
· Ensure all hazards are identified, monitored, and mitigated
· Lead a strong safety culture and model safe working practices
· Provide H&S training and ensure staff and contractors understand their responsibilities

6. TECHNOLOGY & SYSTEMS
The Manager will be responsible for the effective use of Club systems including:
· Accounting software (e.g., Xero or equivalent)
· Membership and golf operations systems (e.g., DotGolf,)
· POS and bar management systems
· Website content management
· Social media and email communication platforms
· Microsoft Office or Google Workspace

7. HOURS OF WORK
This role requires flexibility. Working hours will include:
· Weekend work
· Public holidays
· Tournament days
· Evening meetings (e.g., Committee meetings)
· Key Club events or functions

8. PERSON SPECIFICATION

8.1 Experience
· Proven experience in a management role with demonstrable financial oversight
· Experience leading teams and building positive workplace culture
· Experience in hospitality, sports management, retail or club management (preferred)
· Experience working with members, volunteers, or community-based organisations
· Understanding of or interest in golf and/or sports club operations

8.2 Skills & Competencies
· Strong leadership and team management skills
· Excellent interpersonal and relationship management capabilities
· Strong communication skills — both written and verbal
· Commercially savvy with strong budgeting and analytical ability
· Excellent organisational, planning, and multitasking skills
· Effective problem solver with sound judgement
· Ability to remain calm, professional, and decisive under pressure
· Strong marketing, promotions, and customer service skills
· Competent with technology and operational systems

8.3 Personal Attributes
· Friendly, approachable, and able to build trust quickly
· High integrity, professionalism, and reliability
· Hands-on and willing to help across all areas of the Club when needed
· Community-minded with a genuine interest in member wellbeing
· Energetic, resilient, and able to work independently
· Positive attitude and commitment to continuous improvement

9. KEY PERFORMANCE INDICATORS (KPIs)
Performance will be evaluated based on:
· Membership growth and retention
· Financial performance against budget
· H&S compliance and incident management
· Staff performance and culture
· Sponsor satisfaction and revenue growth
· Condition and presentation of the golf course
· Event participation and member engagement
· Delivery of the annual operational plan

10. ADDITIONAL INFORMATION
This Position Description outlines the broad responsibilities of the role. From time to time, additional duties may be required to meet operational needs.

END OF POSITION DESCRIPTION
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