
Accent on 
immanent 
bu Ken Emerson 

Job description 

In my February column I talked 
about the importance of a job de-
scription and gave a simple out-
line for developing such a descrip-
tion. Because of the letters I 
received asking for a more specific 
description, I have decided to de-
vote this month's column to the 
basic requirements which would 
be similar for all clubs. 

Before beginning, I should like 
to call your attention to Appendix 
I of the book "Private Club Ad-
ministration" by Henry Barbour, 
CCM. This section of Professor 
Barbour's book examines the job 
requirements of a club's general 
manager in great detail and is 
well worth the cost of the book. 

While the exact specifications 
of any manager's job description 
will, necessarily, be limited by 
the policies, rules and by-laws of 
a given club, they should certainly 
cover these areas: 

• A statement covering his bas-
ic function; 

• A list of his specific respon-
sibilities and area of authority; 

• His areas of supervision; 
• His place in the club's plan 

of organization; 
• A method of measuring his 

performance. 
Basic function: This is usually 

simply a broad statement describ-
ing the general purpose of the job 
along the lines of: "Chief opera-
tional office responsible for the 

proper management of all aspects 
of the club's activities" or "The 
administration and implementa-
tion of the policies and decisions 
of the officers and the board of 
directors." 

Areas of responsibility: These 
should include, but are not neces-
sarily limited to, the following. 

1) The efficient operation of 
the departments of the club under 
his jurisdiction (list by name); 

2) Maintaining proper records; 
3) Advising, consulting and 

guiding the members and mem-
bers' committees; 

4) The maintenance and care 
of the physical properties of the 
club (list exceptions if any); 

5) Maintenance of good mem-
ber relations; 

6) The financial condition and 
insurance protection of the club; 

7) The keeping and updating 
of the club's work manuals and 
job descriptions; 

8) The enforcement of the 
policies set by the board; 

9) Creative planning and de-
velopment of the club's activities 
and operations. 

Areas of authority: Again, 
these should include, but need not 
be limited to, the following. 

1) The authority to hire and 
fire staff; 

2) The authority to purchase 
products and equipment by meth-
ods and at prices which serve the 
best interests of the club; 
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...and 
bank on 

the world's perfect 
solid state range ball. 
At last, a solid state ball that is in-
destructible. 
This uncuttable ball has tremendous 
feel and click, and will give your cus-
tomers much greater distance and 
eventually give you greater profits. 
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3) T h e authority to establish 
prices and hours of service with 
the approval of the president; 

4) T h e right to delegate au-
thority to department heads when 
consistent with club policy; 

5) T h e authority to promote 
employees, set pay scales and to 
otherwise maintain good employee 
relations; 

6) T h e coordination of activities 
and functions; 

7) The limits which are placed 
on his authority; 

8) Provisions for adding duties. 
Areas of superv i s ion: This is 

the single area that will show the 
wide variance among clubs. In 
the interests of good management, 
however, the manager should be 
given the widest control possible 
within the limits of his abilities 
and the policies set by the club. 

Manager's place in c lub's or-
ganization: The job description 
should carefully spell out the re-
porting relationships, both up-
ward and downward. Upward to 
the committees, the board and 
the officers; downward to depart-
ment heads and staff. Th is should 
be done both verbally and in an 
organizational chart. 

Measures of performance: 
Depending on the amount of re-
sponsibility and authority granted 
the manager, his performance can 
be measured in several ways. The 
best of these is through member 
satisfaction expressed by: 

1) Dollar usage per member; 
2) Visits per member; 
3) Compliments; 
4) Complaints; 
5) New members gained; 
6) Members lost by resigna-

tion (other than transfers); 
7) Achievement of budget 

goals; 
8) Operating percentages com-

pared with previous years; 
9) Employee morale; 

10) Quality of information pro-
vided to board and committees 
and the promptness with which it 
is made available. • 
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