
 

 

Club Manager Job Description 

Responsibility  

The Club Manager has a pivotal role at Tunbridge Wells Lawn Tennis Club and is expected to drive 
the Club forward whilst managing the day to day affairs of the Club, reporting to the Committee 
generally, particularly through its Chair and Treasurer. It is expected that the Manager will have 
excellent interpersonal skills, vision and the ability to motivate staff, members, visitors and 
volunteers to work together in the interests of the Club.  

Staff responsibilities include supervising and acting as line manager to the Assistant Manager, 
Director of Tennis, Groundsman, Bar Manager and Office Assistants with oversight of the casual bar 
and coaching staff and self-employed coaches. This includes ensuring that each performs their duties 
in accordance with job descriptions and contracts of employment, responsibility for their training 
and ensuring that requisite certification and insurance is kept up to date, development and any 
personnel issues.  

 

Key Objectives  

• To be the public face of the Club to all attending, including members and visitors and including 
the considerable number of junior members and visitors at the Club. 

• To further develop and implement an ongoing five-year business/club maintenance plan in 
conjunction with the Committee. 

• To have executive responsibility for the running of the Club and its premises, including all the 
administration. 

• To lead the staff team at the club, providing regular support, advice and performance reviews. 

• To promote actively and grow club membership and the coaching programme, in conjunction 
with the Director of Tennis. 

• To provide facilities and services for members and non-members consistent with policies and 
legislation as agreed with the Committee.  

• To provide all documentation in order to assist in the production of the monthly Management 
Accounts, Financial Statements and budget. 

 

Administration  

To implement and develop Committee policies. Manage the provision of all office services, including 
IT, telephony and current club management system (Clubsys). Identify, if necessary, any alternative 
systems and oversee any system change. Organise all AGM/EGM Committee meetings and any other 
meetings as directed, including circulation of agendas and ensuring the production of accurate and 
timely minutes for approval and later circulation. In liaison with the Assistant Manager and Bar 



Manager, arrange and effectively manage Club and other events in order to provide a positive 
experience at the Club. Coordinate feedback for the Club including Club surveys from time to time to 
accurately gauge member satisfaction. Ensure the continued development of LTA, neighbour and 
general third-party good relations.  

In liaison with the Chair and Committee, act as spokesperson, negotiator and agent for the Club in 
respect of purchases and/or contracts entered into ensuring an effective review process is in place 
to achieve high standards and best value. Develop and administer a process for the effective storage 
and updating of all documentation, held either physically or digitally in accordance with G.D.P.R and 
all other legislation. Apply and develop all legislative requirements in relation to health and safety.  

Working in a Club environment is not a 9 to 5 job as hours need to suit the membership of the Club. 
You will therefore be required to work some evenings and some Saturday mornings. 

 

Finance, Accounting and Financial Management  

Assist the Treasurer in the production of regular management accounts, cash flow forecasts and the 
Financial Statements (primarily using Excel spreadsheets and QuickBooks accounting software). In 
conjunction with the Committee develop and fully implement the Club’s annual budget, monitor all 
expenditure on a day to day basis and ensure that the budget is being complied with and wastage is 
at a minimum. Be responsible for the management of staff salaries and the accounting for PAYE and 
NI contributions, including liaising with the outsourced payroll company as required.  

Ensure that the Club’s Corporation Tax, Income Tax and (if required) Value Added Tax affairs are 
dealt with effectively, liaising with the Treasurer and external auditors when required.  

Discharge the Club’s liabilities through timely payment of all authorised bills and accounts, in an 
efficient and professional manner.  

 

Personnel  

Ensure that all staff have appropriate objectives and regular reviews of progress, including annual 
appraisals and training plans. Maintain personnel records ensuring that contracts of employment, 
job descriptions and employee details are up to date. Record any instances of complaint against any 
employee. Record full details of any disciplinary action taken against any employee.  Maintain 
records of overtime worked, annual holiday taken and any unauthorised absence from work. Record 
any sickness by any employee and, if necessary, conduct “back to work” interviews to identify and 
act upon any issues arising.  

 

Clubhouse, catering and bar  

In conjunction with the Bar Manager and Groundsman deliver high standards of hygiene and 
cleanliness throughout all areas of the Clubhouse and its immediate surroundings. Liaise with the 
Bar Manager to ensure that menus are regularly reviewed, priced and relevant to the needs of 
members and visitors. Review financial reporting as required. Liaise with the Bar Manager in order 



to monitor bar stock levels, staffing, quality and overall member satisfaction as a matter of course. 
Ensure compliance with all necessary Club licenses in respect of alcohol and all gaming and 
entertainment.  Ensure that there is appropriate calendar of social events in place to increase 
income through the bar. 

 

Grounds  

In conjunction with the Groundsman and Treasurer, deliver high standards of court maintenance for 
every court surface and ensure that the immediate surroundings are kept clean and tidy. Carry out 
regular risk assessments in relation to the court facilities, floodlights and outdoor areas generally to 
provide a safe and inspiring environment for tennis and socialising. Review the facilities budget 
regularly in conjunction with the Treasurer.  

 

Marketing  

Ensure that the Club’s website and social media accounts are current and reflect any promotions 
and news items to sell the Club effectively to members and visitors. Maintain and update a dynamic 
Club website which promotes the Club in a positive manner. Produce a regular newsletter for 
members, highlighting current news and forthcoming events.  

Carry out other administrative, financial and management tasks as may arise from time to time or as 
directed by the Committee. The above principal duties and responsibilities do not include or define 
all tasks which may be required to be undertaken.  

 

This job description is not intended to be exhaustive and may be updated from time to time to 
ensure the requirements of TWLTC are met. 
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