
	

	JOB DESCRIPTION

	TITLE: Head Greenkeeper
	 DIVISION: Golf

	POST NUMBER:
	REPORTS TO: General Manager


	MAIN PURPOSE
To organise and control the complete wide range of golf green keeping operations on a day-to-day basis to a high standard.




	SUMMARY OF RESPONSIBILITIES AND DUTIES
Principle Duties
· To programme and arrange and supervise Golf greenkeeping operations.

· To undertake and oversee others in the setting, operation and daily maintenance of specialist golf green keeping equipment, mowing equipment and tractors. To keep detailed and accurate records of work completed and maintenance carried out.

· To supervise by planning, motivating and controlling all associated maintenance across the whole course.

· To plan, organise, oversee and undertake maintenance operations so that the golf course is ready for play whilst causing the least amount of interruption to players and to ensure that no changes occur that could cause a competition to be declared void.

· To identify pest, weed or disease problems and carry out appropriate cultural or chemical control of affected areas. To set-up, calibrate and check spraying equipment.

· To assist in the surveying, planning and construction of new greens, tees and bunker around the course.

· To assist in the production of liquid and granular fertilising equipment and to evenly distribute appropriate feed to greens and tees.

· To attend meetings to ensure the smooth day-to-day operations of the course.

· To provide instruction and training for staff, as required, ensuring that knowledge and experience is shared so the requirements of the service can be achieved and enhanced.

· To oversee the work of third parties and sub-contractors when working on the golf courses, ensuring that they adhere to legislation and MyTime Health & Safety policy.

· You may be required to undertake various other duties as may reasonably be required.
Financial

· To maintain all appropriate records, systems and financial procedures in accordance with the Company guidelines.

· To assist in maintaining accurate records of income/attendances, so as to provide full audit and transaction records in accordance with Mytime’s financial regulations.

Building and Maintenance

· Ensure that the buildings and grounds are presented at the highest levels of cleanliness to customers

· Effectively implement and monitor the company’s Health and Safety policy and associated procedures.
· To carry out all duties with regard to Health & Safety requirements and regulations according to the Health & Safety Policy

· To ensure that staff undertake local and site-specific risk assessments & COSHH assessments as required and to conform to Health & Safety legislation.

· To identify problems, undertake if possible and supervise repairs and maintenance to the computerised underground irrigation systems.

· To carry out risk assessment and ensure implementation of and adherence to safe systems of working practice;

· To report and investigate accident or incidents promptly, implementing recommended action for improvements to safe working practice;

Marketing and Branding

· To deliver the Company’s brands to the highest possible level of quality and to deliver associated programmes and promotions to support the Company’s Business objectives.

· Increase the company’s image and credibility

Customer Services

· Promote an excellent standard of Customer Service operating in accordance with Mytime’s Code of Conduct and Customer Service Standards.

· Develop, maintain and evolve good relations with existing Clients and stakeholders

· To communicate effectively with club members, societies and casual golfers, ensuring their queries are dealt with efficiently.

People Management

· Manage, develop and co-ordinate staff resources effectively to meet all operational requirements and to create a dynamic, innovative and responsive team through open communication and leadership

· Ensure that all employees understand and comply with Health & Safety Policy; that they are informed, trained and supervised to safeguard their own and others welfare and safety;

· To develop practices that uphold the principles of MyTime’s  Equal Opportunity and Equity policy in relation to staff and need to supervise to service provision

· Ensure all staff members complete all Learning & Development courses and prerequisites requirements as required by My Time Active 

· Ensure that all Mytime Active Compliance Training is completed

· Staff management – recruitment, training, development, absence management, staff 1-2-1, competency framework, timesheets

· To create an inclusive culture for all staff that is in line with company values;

· To ensure all staff are managed in an open and approachable manner to assist in maximising staff retention.
· Maintain a motivational and engaging culture in line with Mytime Active values;

· To take ownership of your own performance and development including leadership and management skills.

· Responsible for the team’s performance and motivation to ensure an ongoing training programme is provided, in order to reduce absence rates and increase retention rates.




	SKILLS AND ABILITIES
· A proven ability to lead and work as a team member in a busy green keeping environment.

· A proven ability to implement systems of operation and maintain accurate records.

· An ability to undertake a diverse and demanding workload and to deliver consistently high work, within specified timescales.

· To be punctual and have a flexible approach to working.

· Experience of operating a variety of grounds maintenance equipment.

· Able to work in a safe manner.
· The ability to work on their own initiative.
· Must be flexible on shift work



	KNOWLEDGE
· Good working knowledge of green keeping and horticultural practices.

· Good working knowledge of irrigation systems and minor repairs.




	EXPERIENCE
· A good understanding of the principles associated with minor golf course reconstruction projects. 

· A minimum of two years’ experience of grounds maintenance/green keeping.
· Experience of working in a green keeping capacity on a golf course


	QUALIFICATIONS
· Qualifications specific to the operation of machinery.

· Qualifications specific to green keeping, which will provide added value to the role with Mytime Active.



	CONDITIONS OF EMPLOYMENT

· Satisfactory health clearance;

· Two Satisfactory references; 
· Right to work in the UK.



	SPECIAL REQUIREMENTS
· Highly motivated self-starter with resilience and determination and the ability to see jobs through to completion;

· Must be able to attend evening and weekend meetings/events when required and travel between sites;

· Evidence of a personal commitment to continuing professional development and maintaining an up-to-date professional knowledge sufficient to be a credible and effective source of advice;

· Whenever possible maintain flexible operating hours, adapting to unforeseen circumstances to suit the situation;

· Highly motivated self-starter with resilience and determination and the ability to see jobs through to completion;

· Being a positive, motivated, proactive, enthusiastic and professional person;
· To possess the personal qualities of pride, passion, drive and motivation;
· Enhances organisation reputation by accepting ownership for accomplishing new and different requests; exploring opportunities to add value to job accomplishments;

· Protects organisation's values by keeping employee engaged and sensitive information confidential.
· Must be able to attend evening and weekend meetings / events when required and travel between sites

· To take on any other duties as may be required, commensurate with the post and in particular to ensure the continued delivery of high quality effective services for Mytime Active.




	CERTIFICATION


	Employee Signature:

…………………………………………………………...

Date……………………………………………………..

I certify that I have read and understand the responsibilities assigned to this position.
	Managers Signature :

…………………………………………………………...

Date……………………………………………………..

I certify that this job description is an accurate description of the responsibilities assigned to the position.


The above statements are intended to describe the general nature and level of work being performed by the XXXXXXX of this job. They are not intended to be an exhaustive list of all responsibilities and activities required of the position. The Job Descriptions do not form part of the contract of employment and the company reserves the right to change without consultation. 

	DATE OF LAST REVIEW:  June 2017
	PREPARED BY:  


