LEICESTER INDOOR BOWLS AND SOCIAL CLUB
JOB DESCRIPTION

POST TITLE:

CLUB GENERAL MANAGER

RESPONSIBLE TO:

Finance Director

RESPONSIBLE FOR:

Club Associates

MAIN DUTIES:
To manage the day‐to‐day operation of the Club including the Bar, Club Shop, bowling
green, hire and maintenance of premises and financial controls.

A. GENERAL
To ensure that the turnover is maximised and operating costs are kept to a minimum.
To effectively implement, record and supervise all cash controls, till operations and banking
as specified.
Maintain and streamline the Company’s administration systems and produce regular
income and expenditure reports comparing costs to budget and forecasting out‐turn.
Attend and provide reports at monthly Management Committee meetings.
Maintain effective stock control system in order to maximise sales.
A Personal Liquor Licence would be an advantage as you will be the nominated person for
the Club Licence and will be responsible for ensuring that the club complies with prevailing
licensing laws.

B. STAFF
You will be responsible for the employment and termination of all staff (Club Associates),
their training, performance and motivation by example, and produce annual appraisals.
You will also be responsible for the communication to all staff and club members on club
policies, including Health and Safety and ensuring their compliance.

C. PREMISES
Maintain the bowling surface to a high standard by scheduled maintenance and cleaning
routines, together with obtaining a high standard of cleanliness throughout the Club.
Ensure that catering is kept to a high standard (Concession or otherwise) and club is kept
clear of dirty glasses and crockery, etc, together with the general appearance and
cleanliness of the club.
To ensure that the club building is left secure at the close of business and act as a keyholder
responding to alarm calls.

D. BOWLING / MEMBERS’ MATTERS
To assist the bowls committee in the organisation and communication to members of all
matches and leagues arranged on behalf of the club and the presentation of notice boards.
To ensure that all members complaints, recorded in the “Suggestion / Complaints” book are
dealt with and recorded.
Be familiar with the Bowls Rink Booking System which is computerised.

E. OTHER DUTIES
Maintaining and improving the Club Website.
Any other such duties as the Management Committee deem necessary from time to time
which is commensurate with the level of the post.

Dated: May 2022

