
               BERNARDS TOWNSHIP JOB POSTING  
 
POSTING DATE:  1/14/10 APPLICATION DEADLINE:  Until Positions Are Filled 
 
DATE POSITION WILL BECOME AVAILABLE:  March 2010   

POSITION:      Golf Operations Supervisor 

POSITION TYPE:  Regular        Seasonal             Temporary       

DEPARTMENT:   PARKS & RECREATION, COAKLEY-RUSSO MEMORIAL GOLF COURSE 
 
POSITION REPORTS TO:  Director of Parks & Recreation 

HOURS/WEEK:  40 hours per week; work week is Thursday – Monday; hours vary; variations 

of regular work week may be needed at times           OVERTIME STATUS:  

EXEMPT (not eligible for O/t)    

GRADE LEVEL:  n/a SALARY RANGE:   Starting at $12.00 per hour  

UNION REPRESENTATION: Not Applicable 

PRINCIPAL DUTIES: Supervises the Golf Shift Supervisors and Golf Rangers; Plans and organizes 
workloads and staff assignments; ensures daily, weekly and monthly tasks are completed; Trains, 
motivates and evaluates course staff; reviews progress and directs changes as needed; Coordinate 
tournaments, outings, school group and camp use, and other special requests in accordance with 
policies set forth by the Golf Advisory Committee; Oversees the use of the RecTrac software 
program at the course; trains and supervises staff using the program; reports technical issues to 
the Department of Parks & Recreation; Interprets and enforces golf and course rules and 
regulations; handles and resolves player complaints; completes incident and accident reports as 
necessary; Inventories materials and supplies necessary for efficient administration of the course; 
make recommendations to purchase items necessary for operation; Submits accurate bi-weekly 
payroll vouchers for staff; Assists with the production of a seasonal membership newsletter; 
Coordinates, with the VA Medical Center, in-patient use of course per contract agreement; Attends 
Golf Advisory Committee meetings as needed to report on course operations; Determines 
playability daily based on course conditions, in conjunction with the course maintenance 
contractor;  follows proper procedures for course closings; Coordinates and maintains the GHIN 
Handicap system; Reports all issues regarding golf course operations to the Department of Parks & 
Recreation; Demonstrates continuous effort to improve operations, decrease turnaround times, 
streamline work processes and work cooperatively and jointly to provide seamless customer 
service; Using excellent customer service skills, establishes and maintains effective working 
relationships with other employees, officials, the Department of Parks & Recreation and all 
members of the general public; Other duties as assigned 
  
REQUIREMENTS:   Knowledge and understanding of the game of golf.  Knowledge and 
understanding of course rules and regulations regarding membership, course use.  Understanding of 
the computerized membership software and the ability to trouble shoot problems.  Understands 
the application of Microsoft Office software in the efficient administration of the course.  Ability to 
read, write, speak, understand and communicate in English sufficiently to perform the duties of 
the position.  Ability to walk terrain of a nine hole golf course.  Ability to work in outside weather 
conditions exposed to heat, cold, wet or humid conditions.  The noise level in the work 
environment is usually moderate.  Ability to establish and maintain effective working relationships 
with associates, subordinates and the general public. 
 



EDUCATION & EXPERIENCE:  Education:  High school diploma or general education degree 
(GED).  Associate’s degree or bachelor’s degree in recreation, business or related field is a plus. 
Licensing &/or Certifications:  A valid appropriate driver’s license.   
Experience:  Minimum of 2 years experience managing operations for a golf course.  Prior staff 
supervisory experience preferred.  
 
CONTACT:  Department of Parks & Recreation - 908-204-3003 or recreation@bernards.org 
 
 

Equal Opportunity Employer 


