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Summary of Duties : Registers and schedul es players at a Gty-owned
golf course; receives, refunds and accounts for cash fromfees,
rental s and sal es; explains and enforces rules and regul ati ons;
patrols courses to expedite play; or assigns, reviews and eval uates
the work of enpl oyees engaged in these duties at one or nore Gty-
owned golf courses; applies sound supervisory principles and

techni ques in building and naintaining an effective work force;
fulfills affirmati ve action responsibilities; and does related work.

D stinguishing Features : A CGolf Starter is responsible for starting
golf course play and enforcing applicable rules and regul ations at a
gol f course operated by the Departnent of Recreation and ParKks.

Conti nuous public contact is involved, frequently under conditions in
whi ch conpl ai nts and m sunderstandi ngs nay arise. A Glf Starter nust
be able to explain and apply golf course rules and etiquette
tactfully, effectively and inpartially in a variety of situations.
Consi der abl e anounts of noney are received and accounted for during
the course of their duties. The work nmay involve shifts in excess of
eight hours a day, and nost of this tinme is spent standing and
wal ki ng. Enpl oyees of this class are supervised by a Golf Starter
Super vi sor.

A Golf Starter Supervisor supervises Golf Starters either directly at
a Gty-owned golf course or through a supervisor at a Gty-owned gol f
course conplex. The responsibilities of an enpl oyee of this class
vary dependi ng upon the size of the golfing facilities and the nunber
of enpl oyees supervised. The Golf Starter Supervisors receive a
variety of inquiries and conplaints which nust be resolved in a
reasonabl e and tactful manner.

In addition to the business activities perforned by Departnent
personnel, Golf Starter Supervisors are responsible for overseeing
concession activities at their respective golfing facilities. However,
this does not involve the exercise of direct |ine supervision over
concessi onaire personnel. Enployees of this class recei ve assignnents
either verbally or in witing, and their work is evaluated in terns
of results obtained.

| ncunbents in the class of Golf Starter Supervisor are distinguished
fromlead workers in that they are responsi ble for the performance of
the full range of supervisory activities
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including: application of discipline, processing and resol ution of
gri evances, evaluation of performance and approval of tine off
requests.

Exanples of Duties : @olf Starter : Registers players and schedul es
tinme of play; arranges foursonmes or fivesones; nmakes reservations;
accounts for cash received for rental and sale of equipnment and use of
facilities; makes change, disburses and accounts for cash refunded,;
operates a cash register; announces starting tines and pl ayers' nanes
over a public address systenm keeps records and nakes reports of
attendance, reservation cancellations, lost and found articles, injury
or illness of players, and damage to private or public property;

| ssues and exam nes receipts and directs players to the proper course
or tee; sees that players start pronptly; verifies that players have
required gol f equi pnent; drives a notor vehicle or walks in patrolling
a golf course to see that facilities are not being damaged and t hat

pl ay noves at a proper speed; investigates and el i mnates causes of

del ay; responds to inquiries fromthe public in person or by

t el ephone; explains, interprets and quotes golf rules and etiquette to
the public and players; arbitrates disputes between players; enforces
course rules; admnisters first aid; occasionally may testify in court
inliability suits against the Gty; and delivers energency nessages
to pl ayers.

ol f Starter Supervisor : Supervises Golf Starters at Gty-owned gol f
courses or golf conplexes; reviews and verifies accuracy of records
and reports prepared by Golf Starters; nakes golf reservations;
relieves olf Starters, as necessary; patrols course by vehicle or on
foot to observe and take corrective action on course condition and
flow of play; acts as arbitrator in disputes regarding rules; receives
and investigates validity of players' conplaints and suggestions
relative to golf course and cl ubhouse mai nt enance and concessi onaires'
operations; coordinates the activities of golf operations personne
with golf maintenance activities; keeps records of attendance,

equi prent and supplies on hand; orders supplies; prepares special and
accident reports pertaining to the golf facility; admnisters first
ai d when necessary; determnes staffing | evels, schedul es working
hours and vacati on requests; oversees business activities and accounts
for and deposits noney col |l ected by Departnent personnel; conducts
audits of course attendance, cash handling and procedural conpliance;

i nvestigates and prepares reports on discrepancies; devel ops and
updates the key prograns for electronic cash registers; assists in
schedul i ng tournanments and advi ses comuni ty groups regarding the
requi renents for tournanent play; devel ops and adm ni sters speci a
prograns such as Junior Golf; pronotes use of Gty golf facilities at
community events; inspects course and concession facilities and

equi prent in order to schedul e and arrange routine nmai ntenance and
repairs ; recruits and selects part-tinme enpl oyees; nay reconmend
capital inprovenents; and prepares or assists in the preparation of

t he annual budget for the facility.

Comuni cat es equal enpl oynent/affirmative action information t
enpl oyees; applies job-related criteria in selecting, orienting




QOLF STARTER, 2453 Page
QOLF STARTER SUPERVI SCR, 2479

assi gni ng, t rai ni ng, counsel i ng, eval uat i ng, and disciplinin g
subordi nates; assists enployee s in preparing for pronotion as descri bed
in the Gty's Affirmative Action Program Enployees in these classe S

may occasionally be assigned t o duties for training purposes or to neet
t echnol ogi cal changes or unexpected energenci es.

Qualifications :

Knowl edges
ol f Starter
ol f Starter and Procedures whic h use of Gty-owe d

Supervi sor Rules, control the publi ¢ golf courses;
regul at i ons, policies

rules of golf, gol f
etiquette and gol f

Good GoodUni t ed States playi ng equi pnent;
Gol f Association
requirenents of gol f
facilities and
Good GoodMai ntenanc e equipnent;
and evaluation of
Sone GoodTechni qu es of subordinate wor k
training, instructing perfornmance;
di sci plining, and
moti vatimng
GoodTechni ques for subordinat e
counsel i ng , personnel;
gri evance handl i ng;
GoodPr ocedur es for
GoodSupervisor y in t he Cty' s
responsibility for Affirmative tion
EEQ AA as set fort h Program;
principles and

practices of safety;
GoodEffectiv e
apply to subordinat e
V¥r ki ng GoodMenor anda of personnel;
under st andi ng as they
rules, policies and
WrkingQGty personnel procedures;
activities of Qty-
Cener al Met ho ds of owned gol f course;
directing golf play
ai d;
V¥r ki ngBasi ¢ first
Vr ki ng Wor ki ngConmunity concer ned wit h
organi zation s golfing activities;

and basic principle s
Wor ki ngEl ementar y of busines s
account i ng nmet hod s nanagenent;

Communi cat e
Wr ki ng tactfully and

effectively wth the
Abilities publ i c;



QOLF STARTER, 2453

QOLF STARTER SUPERVI SCR, 2479

ol f
Starter

ol f Starter
Super vi sor

Two years of experience in work

xKeep
cash

operating and
receipt record s

xSet up and
el ectronic

chang e
cash

xOper at e cash
register and handl e

xQper at e notori ze d
xQganize, schedul e,

and establish
xEst abl i sh and
mai ntai n a wor k
environment to
xApply sound
xFul fill  supervisor y

affirmative action
responsibilities as

i nvol ving direct

required for Golf Starter

Page

X

and nmake reports;

register
progr ans;

key

cash with speed an d
accur acy,

patrol vehicle;
requirements for golf

t our nanent s;
enhance bot h enpl oyee

mor al e and
productivity;
supervisor y
principles and
t echni ques;

i ndi cat ed in the
aty's Affirmativ e
Action Program

X

public contact i S

Two years of experience as a Golf Starter is required for Golf Starter

Super vi sor.

Bot h cl asses :

Li cens es:

record are required.

Certificate :

A valid Arerican

or equivalent training is required.

Physi ca

Requi renent s :

and occasionally over

speaki ng and hearing ability;
may be capable of performng the duties of sone of the posit
Such determnation nust be nmade by the Medica

cl ass.

i ndi vi dual basi s.

A valid California driver's license and a good drivin g

Red Gross Standard First Aid Certificate

Strength to performlifting of up to 5 pound S

15 pounds;
and good eyesi ght.

frequent wal ki ng and standing; goo d
Persons wi th handi caps

ions in this
Exam ner on a n
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As provided in Gvil Service Commssion Rule 2.5 and Section 4.55
of the Admnistrative Code, this specification is not intended to
declare what the duties and re sponsibilities of any position shall
be.



