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Raglan Club Job Description: Operations Manager 

JOB DESCRIPTION: OPERATIONS MANAGER 
 
POSITION:     OPERATIONS MANAGER 
 
POSITION REPORTS TO: The Executive Committee through the Club President.  The 

President is deemed to be the Employer. 
 
JOB PURPOSE/SCOPE:  To ensure the efficient and profitable running of all club 

operations. 
 
 To develop and implement operational and business plans to 

assist in meeting the financial and strategic objectives of the 
club 

 
To be member focused always.  
 

KEY RESPONSIBLITIES/DUTIES:  
 

• To develop and implement a positive and ongoing programme that publicises and promotes 
the club, ensuring the maximum utilisation of its various facilities and continued growth in 
club membership. 

• To implement and maintain measurably and ongoing increases in turn over that includes a 
sustainable increase in net profit.  This will require the manager to plan and implement a 
schedule of regular varied activities and functions that cater for as wide a range of 
membership as possible. 

• To review the strengths of the club in relation to its existing membership and present to the 
committee ideas for functions and events which will assist in expanding the membership 
base. 

• To review and report on ideas and opportunities to publicise the club to the general public in 
order to encourage new membership applications. 

• To ensure that all necessary licences and certificates are up to date and renewed on time. 

• To ensure that the club operates lawfully always. 

• Ensure that the clubs policies and procedures are enforced always. 

• To develop a culture within the club focused on customer service. 
 
PERSONNEL:  
 

• The engagement and termination of staff. 

• Delegation of authority and responsibilities to the general supervision of all staff. 

• To be conversant with all aspects of the employment agreements for and/or on behalf of the 
club. 

• Staff motivation, training and maintenance of effective employer/employee relations. 

• Control of effective and economical rosters. 
 

CONTRACTORS: 
 

• Overseeing all contractors engaged by the club. 

• Catering – to negotiate and assist in overseeing to the club’s satisfaction the contract, menu 
planning, service and hygiene standards in restaurant and bistro areas. 
 

STOCK CONTROL: 
 

• To maintain permanent records of all goods ordered and received, of stocks held at any given 
time and of the methods of disposal. 

• To ensure that assessments are undertaken as directed by the Executive. 

• Study and interpretation of trading results. 
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• To keep prices and mark-ups under constant review and to make recommendations as he/she 
sees fit. 
 

GAMING: 

 

• To ensure accuracy in the handling and recording of all gaming income, reporting to the 
appropriate government agencies and compliance with the distribution of funds in 
accordance with the Authorised Purpose. 
 

MARKETING AND PROMOTION: 
 

• To plan and implement within defined budgets a marketing and promotional strategy for the 
club  

• To oversee all marketing initiatives.  

• To supervise and control all advertising and associated copy. 

• To maximise beneficial exposure in the local and regional media by providing timely press 
invitations and releases for important events in which the club is involved. 

 
ADMINISTRATION: 
 

• Ensure in conjunction with the club auditor that all assets and risks of the club are adequately 
covered by insurance and that all covers are reviewed annually.  To maintain an up to date 
asset register and keep the Executive Committee advised as what assets or equipment need 
replacing at least six (6) months in advance. 

• To attend all Executive and General Meetings, to submit such written reports as are necessary 
as required. 

• To maintain a proper record of bookings for private and club functions.  To organize and liaise 
in conjunction with appropriate sub committees to ensure that at least 12 functions and 
tournaments take place each year and proceed smoothly. 

• To ensure all club premises, furniture and fittings are maintained in a hygienic, clean and tidy 
state that benefits the atmosphere of the club. 

• To be responsible for the security of premises, stock, cash and other assets of the club. 

• To promote and market the club as a community facility. 
 

DESIRABLE QUALIFICATIONS/SKILLS: 
 

• Current Managers Certificate in accordance with the Sale and Supply of Alcohol Act 2012. 

• Must be able to qualify as a ‘Key Person’ under the terms of regulations attached to the 
Gambling Act 2003 and any subsequent amendments. 

 
PERSON SPECIFICATION: 
 

• Honest and reliable. 

• Excellent communication skills. 

• A strong attention to detail. 

• Positive and professional manner. 

• Excellent personal hygiene. 

• Ability to work alone or as part of a team. 

• Good time management skills 
 


