
Generic POSITION DESCRIPTION –Club Manager
This document is designed to provide the basis for a position description that could be applicable to most Club Managers; however some tasks will not be relevant to all clubs. We suggest that the person who will be responsible for the Manager’s appointment:
· Reviews each section of this template 

· Tailors the position description to suit your club facilities and needs by deleting objectives that are irrelevant and adding objectives not covered herein
· Considers how previous Managers have performed and ensures that this position description would have provided adequate guidance and performance expectations
· Shares the final document with the Board prior to commencing the recruitment process, to ensure a common understanding of the new Manager’s expected role.

	Section A 
	GENERIC POSITION DESCRIPTION-CLUB MANAGER

	Personal Details 
	Part 1

	Name: 
	Date of this review:

Date of last review:

Reviewer:



	Job Title: 
	

	Accountable to:

Accountable for: 
	

	Location: 
	

	Terms and Conditions of Employment: 
	

	Primary Role 
	Part 2

	The Club Manager’s role is to manage the club’s business operations in an effective and sustainable manner, within the guidelines established by the Committee.
	

	Knowledge/Skills & Experience Required
	Part 3

	1. Completed the prescribed standard of training or gained sufficient experience to perform duties of a level G Manager as detailed in Schedule C, C11 of the Registered and Licensed Clubs Award 2010.
2. Evidence of current Gaming Industry Employee licence
3. Evidence of completed Responsible Service of Gambling training

4. Experience managing a clubs business operations
5. Evidence of effective staff supervision

	

	Knowledge/Skills & Experience Desirable
	Part 4

	1. Evidence of completed Responsible Service of Alcohol training

2. Evidence of TAB Sellers Accreditation

3. Evidence of Cash Control Accreditation

4. Evidence of completed Responsible Service of Food Accreditation

5. Knowledge of and experience with the Self Exclusion Program


	

	Section B
	Key Performance Areas/Key Performance Indicators (KPAs/KPIs)

	Key Performance Areas 
	Major tasks within the KPAs
	Target KPIs
	Results

	1.

Business Operations
 
	· With Committee input, develop annual business plans and 5 year growth strategies

· Risk analysis and develop a club risk management plan

· Staff recruitment , induction, training, rostering, performance management and termination
· Preparation of monthly and annual management reports

· Maintain and evaluate the clubs IT systems

· Ensure the security and protection of the club’s facilities and assets 


	Plans developed and approved by Committee

Staff provide expected level of customer service 
Staff fulfil required duties

Rostering does not exceed budgeted costs

Timely and accurate reporting

Seamless operation with increasing capability and sophistication

Assets and facilities documented and secured


	

	2. 

Financial /Secretarial management

	· Establish and maintain financial procedures to control finances and enable authorisation of routine payments

· Negotiate and manage supplier contracts

· Preparation of statutory returns relating to gaming, financial performance, taxation and licensing requirements
	Expenditure within the club within the agreed annual budget

Manage cash floats and investigate all cash variances

Contract management reviews all contracts annually
Timely and accurate reporting


	

	3.

Stakeholder management
	· Represent the club at industry forums, local council meetings, Gamblers Help meetings

· Consult or negotiate as required with employer organisations and unions

· Issue Committee approved media releases as required


	Identification of all stakeholders

Proactive communication plan

As required

As required
	

	3. 

Policy Development

	· Development, implementation and monitoring adherence to club policies and written procedures
	Maintenance of a complete set of club policies with annual review
	

	4. 

Bars / Food / Functions

	· Responsible for efficient stock ordering, maintaining cost effective stock levels with regular stock-takes
· Establish pricing policies for liquor, food and functions

· Ensure operations meet Health and Safety regulations

· Ensure appropriate standards of cleanliness and presentation throughout the club
	Minimum of quarterly stock-takes
Regular pricing review and recommendations (at least bi-annual)
Annual review and report on all operational areas
Regular maintenance and cleaning rosters maintained
	

	5.

Gaming 
	· Ensure club and staff adherence to legislative obligations 
· Responsible Gambling management
	Balanced shift cash reconciliations and weekly gaming float reconciliation.

Incident reporting as per established procedures

Established lines of contact with Gamblers Help

All aspects of staff training and development monitored

Full Code compliance 


	

	6.
Marketing/Promotions
	· Development of a club marketing and development program ensuring compliance with responsible gambling requirements
· Review and consider sponsorship opportunities


	Increased participation by existing members

Increase in overall club membership numbers

Formal analysis of marketing activities

Routine surveying of members

Include report and outcomes in annual Board report
	

	6.
Food Duties
	· Ensure food offer meets customer expectations

· Adherence to legislative requirements

· Adherence to established venue procedures

· Provision of customer service including order taking, general waiting duties and customer queries

· General cleaning and tidying of food area including wiping tables, picking up glasses etc
	Regular menu and pricing review (at least biannual)

Regular survey of members

Regular review and report

At least annual staff refresher training on venue procedures

Customer service levels to be monitored by mystery shopping

Regular review of maintenance and cleaning rosters 


	


2

