
 

 

Castle Eden Golf Club 
 

Secretary’s Duties 
 
The Secretary’s place of work will be Castle Eden Golf Club. 
 
The Post-holder’s hours of duty will be 30/35 hours per week variable between Monday to Sunday. 
These hours will be worked in conjunction with the Club Treasurer’s working hours but will generally 
be between 9.00am to 4.00pm each working day. (attendance will be variable depending on 
activities and functions).  
 
The Post-holder will be responsible to the Club’s Management Committee and will report directly 
to the current Club Captain. As such the Post-Holder will perform his/her duties & responsibilities in 
accordance with the policies and decisions made by the Golf Club Management Committee.  
 
The Post-holder will be responsible for delivering functions needed to operate the Golf Club, 
complying with all legal requirements on the course and in the premises of the golf club. This will be 
linked to the Club’s annual business plan and will operate within a prescribed budget, working in co-
operation with the Golf Clubs duly appointed Sub Committee Chairpersons.  
 
The Post-holder will oversee the day to day running of the club and will liaise with appropriate club 
employees, partners, contractors, members and visitors to ensure the responsibilities of the club 
are appropriately and effectively carried out.  
 
The Post-holder will help plan resources and deliver cost effective, efficient and responsive support 
services to the Management Committee and members of Castle Eden Golf Club. This will require 
optimum use of modern management methods and the latest information technology and regular 
detailed discussion and information sharing with the Club Treasurer. Responsibilities will include: 
 
• The Post-holder will be directly responsible for staff in relation to their workload, timekeeping, 

welfare at work, training, pay and conditions. The staff will include: - Secretary, Steward, 
Cleaning staff, Head Greenkeeper and his staff (the Head Greenkeeper will be responsible for 
the day-to-day workload and effectiveness and time keeping of his staff).  

• The post-holder will be fully conversant with the use of ClubV1 system.  
• The Post-holder will carry out regular stock-taking to ensure effective use of resources 
• Be the point of contact for the Head Green Keeper, Club Steward, Competitions Secretary, 

(Committee Chairpersons) ladies’ section of the club and the Club Professional.  
 
The Post-holder will represent the Club at meetings and local/regional/national Golf Club events 
where appropriate. He/she will be proactive and provide management information, research and 
data analysis to aid decision making by the Management Committee. The Post-holder will evaluate 
and report to the Management Committee on the impact of any ongoing changes affecting the sport 
of golf and golf clubs.  
 
The duties will include: 
 
Daily duties: 
 
• Plan, manage and deliver all admin/office services, including responses to all written 

correspondence to the Golf Club- liaising with the Club Treasurer, Steward and Golf 
Professional as appropriate. Ensure smooth, regular, open and effective communications 
throughout the Club, reaching members & employees.  

• Maintaining and operating I.T systems, including a membership database.  



 

 

• Manage and ensure effective telephone, e-mail, broadband, satellite and other communication 
systems.  

• Maintain, review effectiveness, and update the Golf Club website.  
• on meal requirements to Steward, buggy and other requirements to the Club Professional.  
• deal with enquiries from potential playing visitors to the club - take provisional booking; provide 

details of the club’s steward and professional; inform the steward and professional of the 
possible visiting party; record date in diary- when a deposit is paid confirm booking with the 
steward and professional, confirm date in diary and bank deposit.  

• Ensure that visiting parties are appropriately welcomed and accommodated during their visit to 
the club. Receive and bank green fees from visiting parties. 

• Deal with ad-hoc visitors to the club through referral to the professional and/ or Steward as 
necessary.  

• Ensure that there is no conflict with booking to play golf on the course.  
• Respond to requests for private/social functions on the Golf Club premises and liaise with the 

Steward and Chair of House Committee to ensure.  
• Copying, filing and logical record keeping. 
• Maintain stationery supplies.  
• Receive and acknowledge any employee related grievances; prepare written responses in 

conjunction with Management Team representatives.  
• Maintain Employee Personnel files and ensure compliance with current employment legislation. 

Record staff absence and annual leave. (The Secretary holds line management responsibility 
for all golf club employees ’contracts of employment, pay and conditions)  

• Receive and positively action club membership enquiries, looking to actively recruit new playing 
members.  

• Update the course status on the club’s website. 
 
Weekly duties: 
• liaise with Chair of Greens Committee and the Head Greenkeeper to ensure there is no 

conflict between work on the course and visitors/ members playing the course.  
• Verify value of weekly green fees collected & recorded by the Club Treasurer from the Club 

Professional, prior to banking.  
• Verify value and record of bar takings collected by the Club Treasurer from the Club steward, 

prior to banking.  
• Verify value and record of snooker machine takings prior to being banked by the Club 

Treasurer.  
• Display following weeks golfing programme on Club Notice Board, convey information 

electronically to Club Members and on Club website, and provide copies to Club Professional, 
Head Green Keeper, Steward/Stewardess. 

• Monitor condition of clubhouse buildings, security and CCTV, effecting repairs in conjunction 
with Chair of House Sub Committee.  

 
Monthly duties: 
• Arrange for the proper running of the club’s monthly Management Committee meetings - 

prepare and issue to committee members an agenda for the meetings; attend and take 
minutes of the meeting; present items on the agenda that are the postholders responsibility; 
take minutes of the meeting and circulate to committee members; include a copy of the 
approved minutes on the club’s web-site (members section). Action any items that are the 
postholders responsibility.  

 
Six Monthly Duties 
• Meet with Health & Safety adviser; report outcome to Management Committee and arrange 

for the implementation of any actions.  
• Check snooker table condition and arrange any maintenance.  
 
 



 

 

Annual duties: 
• Arrange induction event for new members.  
• Arrange printing, distribution and funding of club diary.  
• Organise and prepare minutes from Golf Club Annual General Meeting including election of 

Management Committee Members.  
• Organise annual prize giving ceremony including the engraving of trophies.  
• Organise and ensure VfM for all Insurance Cover for the Golf Club business, including  

property, vehicles, equipment and Indemnity in conjunction with the Chair of Finance Sub 
Committee and Club Treasurer.  

• Arrange renewal of the licence to sell alcohol in the Golf Club and any other licenses. 
• Tax (on-line) any vehicles where required.  
 
Ad-hoc duties: 
• Keep the President, Trustees, Captain, Committee Members, employees and club members 

appropriately informed of current arrangements and information.  
• Deal with ad-hoc enquiries from members, potential guests, contractors, suppliers etc. and 

ensure that any issues are referred to the appropriate person or included on the 
‘correspondence’ item of the next Management Committee meeting. The enquirer should be 
given an answer, if known, or should be told when the next Management Committee will be 
held and therefore when a reply will be given. 

• Liaise with Golf’s governing bodies (including England Golf and Durham County Golf) as 
appropriate and report findings to the next Management Team meeting. 

 
The above list is not totally exhaustive and the Secretary will be expected to deal with all issues, 
as they arise, in an appropriate and effective manner. 
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