Parkcrest General Manager

Parkcrest management seeks to create a fun and positive environment for our members and guests.
Managers will maintain club standards, safety, and enforce all rules and regulations.

Parkcrest Management consists of: 1 General Manager and 1 Facility Manager.

General Manager:
Minimum Requirements: Age 18 or older, positive attitude, knowledgeable about pool operations and

recreational programming, outstanding leadership qualities, self-motivated and enthusiastic about
interacting with staff and members of all ages, and able to manage people, tasks, and resources.
Required Certifications: Lifeguarding, First Aid, CPR, and AED use
Recommended: WSI certification and/or teaching experience is also encouraged
Reporting Relationship: Reports to the Board of Directors for policies and overall direction
Approximate Hours: This is primarily a seasonal position, though some preparatory work is required
before the pool opens and after the pool closes for the summer. The Pool Manager can expect the
position will be part-time (10-20 hrs./wk.) in March, April, May and the early part of September, and
full-time (35-40 hrs./wk.) June - August). Hours may include days, evenings, holidays, weekends, and
after-hours private or special events.
Responsibilities:
e Operations
o Responsible for the overall safety and well-being of the Parkcrest facility
o Performing/delegating any tasks needed to ensure club's seasonal opening goes
smoothly
Performing/delegating any tasks needed to winterize the club upon season's completion
Coordinating any major/minor capital improvement projects as directed by the Board of
Directors
o Staff
o Conducting the hiring process, filling all employee positions (Head Guards and
Lifeguards, Swimming and Diving Lesson Instructors, Tennis Instructors, Water Ballet
Directors, and Water Aerobics Instructors), and providing new employee orientation.
o Supervising all employees
m Exceptions include the facilities manager and coaching staffs for swim/dive team
Designing and making any day-to-day changes to the staff shift schedule
Coordinate/conduct staff trainings
Growing and developing staff: Setting early expectations, providing timely
feedback/coaching, and performance reviews
o Delegating and/or assisting with daily tasks to ensure operations run smoothly. Duties
may include (but are not limited to):
Snack Shack rotation
Front desk rotation
Locker Room cleaning
Pool deck cleaning
Baby pool cleaning
Snack Shack cleaning
Emptying trash cans
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m First Aid
m Snack Shack ticket sales
e Events/Programs
o Coordinating and supervising all PC hosted events including (but not limited to):
m Family Float-In
Adult Social
Teen Night
Trivia Night
Doggy Dip
m  Swim/Dive Meets
o Water Ballet
m Assisting the Water Ballet Program Directors in any reasonable requests to
ensure the success of the program
m Training and providing assistance to any new directors to aid with position
transition
o Lessons
m  Swim/Dive/WB
m  Supervising all morning lessons and confirming that proper supervision is
in place for evening lessons
m Structuring lesson schedule based upon previous year's needs and
expected demand
m Conducting any tasks needed to ensure the success of Parkcrest's lesson
programs
m Tennis
m Scheduling tennis lessons based upon previous year's needs and
expected demand with input from tennis instructors
m Assisting tennis instructors with any reasonable requests to ensure the
success of the program
m  Completing any other responsibilities to ensure the success of the tennis
program

o Babysitting
m Hiring, training, and confirming eligibility for all Parkcrest babysitters
m Scheduling babysitters as needed
m Supervision of Lunch Bunch program
e Communications
o Maintaining all website data so it is accurate and up to date
o Responding to member questions, comments, or concerns by phone, email, or in-person
in a timely matter, with a positive, friendly attitude
Maintaining a current automated voice messaging system for the club's phone system
Ensuring the club's phone system is operational
Promoting programs, events, and the club in general through email communications and
a consistent social media presence
o Raising awareness of any program, event or club changes through the use of social
media
e Maintenance
o Communicate any maintenance needs/requests to the Facilities Manager
o Performing/delegating any minor maintenance tasks
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o Coordinating with head guards to check, record, and maintain chlorine and pH levels
every two hours during shift
e Grounds
o Ensuring club grounds are maintained to the highest quality by conducting / delegating
tasks as needed
e Inventory
o Sustaining adequate inventory for concessions, pool supplies, chemicals, office supplies,
etc.
o Maintaining a positive relationship with suppliers
o Communicating with the Facilities Manager to achieve above
e Swim/Dive Team
o Assisting in any reasonable requests made from the Swim/Dive Teams to ensure the
success of their programs
o Attendance/supervision of all home swim and dive meets
e Payroll
o Tracking/recording/totaling payroll hours
o Reducing hourly payroll costs when use of pool is low
e Budget
o Tracking/Reporting any/all expenses and revenues
e Administrative
o Tracking/compiling/reviewing all expenses and revenues with the goal of reducing costs
and increasing revenue (For facility-related purchases, etc.)
e General
o Maintaining a positive presence at the club
Identifying improvement opportunities - processes and cost reductions
Assist the Board of Directors in establishing a seasonal budget
Providing tours of the facility to potential members
Strong knowledge of the Emergency Action Plan to delegate responsibilities during an
emergency situation
Attendance at/preparation of reports for all Board of Directors meetings
Other duties as requested by the Board of Directors within reason

O O O O

Physical Demands - While performing the regular duties of this position an individual is regularly
required to stand, walk, stoop, and reach with hands and arms. The position also requires an individual
to lift and/or move up to 10 pounds and occasionally lift and or move up to 25 pounds. The physical
demands described here are representative of those that must be met by an individual to successfully
perform the essential functions of this job. Reasonable accommodations may be made to enable
individuals to perform the essential position functions.
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