
The Monmouthshire Golf Club, Abergavenny 

 
 

The Monmouthshire Golf Club is seeking to employ an Assistant Secretary to assist in the day to day 

running of the business. 

The Assistant Secretary will play a key role within the team, supporting the General Manager. This is the 

perfect role for anybody wanting to get into the golf industry or with an interest in Sport.  

We are looking for a highly motivated individual who must be able to work on their own initiative and 

without supervision.    The role is highly varied, in a busy office environment, undertaking all aspects of 

administration. 

 

The responsibilities and characteristics of this role may include, but are not limited to the following: 

 

General Administration 

 Answer phone and email messages in a timely manner. 

 Deliver an excellent service to members and visitors  

 Provide relevant and accurate information. 

 Maintain office systems. 

Golf 

 Assisting with the management of the tee booking system. 

 Maintenance of member records on the CRM system.  

 Assisting with the management of Club and Open competitions. 

Membership 

 Dealing with day-to-day Member queries in a timely and professional manner. 

 Assisting with the management of membership subscriptions. 

 Assisting with communications to members. 

Marketing 

 Assisting with the Marketing of the club and its activities. 

 Helping to increase the number of members and visiting groups.  

 

 



The Monmouthshire Golf Club, Abergavenny 

 

Required Skills 

 Competent IT skills including use of Microsoft Office applications. 

 Customer service and member-focused approach. 

 Excellent  telephone and email manner. 

 A knowledge of golf would be useful but is not essential. 

 Experience of accounting systems would be beneficial but not essential. 

 

The position will be based on approximately 10 hours per week, hours negotiable, with pay above 

minimum wage. 

 

Application process: 

Candidates should send a letter or email highlighting their motivation for the role with an up-to-date CV. 

 

Enquiries can be made to monmouthshiregc@outlook.com or 01873 852606 (ext 1) 

mailto:monmouthshiregc@outlook.com

