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Newcastle under Lyme Golf Club 


Job Description:

Secretary 

Major Objectives

1. To assist the Club Manager

2. To assist in managing the administration of the Golf Club. 

3. To provide reception services for the club, greeting visitors and managing income calls email and post.

Principal Accountabilities 

1.  Manage the provision of office services, including:

- computer software systems for Golf Clubs involving membership details and handicap records

- telephones

- communication systems including email and Internet

- copying and printing

- stationery and post

- filing

- supplies

2. Organise the arrangements for all visiting Societies and green fees, ensuring the enforcement of day to day standards of conduct and course behaviour.

3. Maintain a system for the processing of applications for membership and category waiting lists.

4.  Prepare for and attend meetings as directed, generate agenda, ensure that the minutes are prepared and help implement decisions made.

5. Carry out any other tasks as required by the Club Manager, eg the maintenance of handicaps and running club competitions.

Other Duties

· Greet visitors and direct them to the appropriate departments or individuals

· Respond to queries in person, via telephone or email

· Develop and implement office procedures

· Maintain general company record systems to uphold accurate files

· Compose letters, memos, and emails

· Screen documents, book meeting rooms, set up conference calls and take messages

· Perform administrative tasks, including filing and photocopying

· Assisting in managing the clubs website and social media

Responsibility

Reports to the Club Manager on all matters, and has strong liaison with the House Manager, Bookkeeper, Professional & Head Greenkeeper on day to day matters.

Qualifications / Skills
· 2+ years' clerical experience

· Experience in bookkeeping, accounting and data processing preferred

· Knowledge of specific software programs, including Word, Excel, ETC…
· Experience maintaining and prioritizing a manager's calendar

· Able to work independently

· Friendly and professional demeanour

· Exceptional written and verbal communication skills

· Experience updating websites and social media 

· Experience of Golf Clubs is preferred

Development

· Bookkeeping skills
· HR qualifications
· GCMA principles of Golf Club Management
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