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JOB DESCRIPTION 

 

Job Title: Golf Pro Shop Attendant 

Department: Parks and Recreation 

Supervisor: Golf Course Manager/Assistant Manager 

Salary: $8.00 hourly 

FLSA Status: Part Time Nonexempt 

Revised: February 3, 2022 

 

SUMMARY 

 

Under the general supervision of the Golf Course Manager and Assistant Manager, performs 

customer service and administrative work. Responsible for the sale of pro shop items, collection 

of fees, player registration and assigning tee times to the golfers. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may 

be assigned. 

 

1. Answer incoming calls and take starting time reservations. 

2. Register players and assign them their tee time, making sure all golfers sign daily 

register. 

3. Collect all money for green fees, programs, rental, and pro shop sales. Issue receipts for 

all transactions. 

4. Maintain general order and cleanliness in the pro shop. 

5. Maintain daily records and reports. 

6. Remain courteous and professional with patrons and co-workers at all times. 

7. Perform all job tasks within the rules and guidelines of the golf programs. 

8. Work as a team player with co-workers and in conjunction with other departments. 

9. Regular attendance of scheduled work hours is required. 

10. Other duties as required. 

 

QUALIFICATIONS 

 

1. Able to demonstrate skills in the proper handling of money. 

2. Minimum age of 16 

3. Basic working knowledge of computer.  

4. Ability to work unsupervised.  

5. Must have good work ethic. 

6. Must be responsible, courteous, and have good communication skills.  

7. Must possess a positive attitude and a sense of pride and accomplishment with one’s 

work. 

 

PHYSICAL DEMANDS 

 

 Must be able to lift, push, pull or carry objects weighing 30-50 pounds  

 Regularly required to sit, stand, walk, reach with hands and arms, balance, bend, and twist. 
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 Vision and hearing either corrected or non-corrected to perform daily tasks. 

 Must be able to see, hear, speak, read, and write to communicate effectively and 

concisely with others. 

 

WORK CONDITIONS 

 

 Generally in an indoor setting; however, may be assigned to outside activities and events. 

 Must have flexible availability including days, evenings, weekends and holidays. 

 Noise level in the work environment is usually moderate to loud. 

 

SELECTION GUIDELINES 

 

City of Choctaw Application must be completed, rating of education and experience; oral 

interview and reference check; job related tests may be required. 

The duties listed above are intended only as illustrations of the various types of work that may be 

performed. The omission of specific statements of duties does not exclude them from the 

position if the work is similar, related or a logical assignment to the position. 

Reasonable accommodations may be made to enable individuals with disabilities to perform the 

essential functions. The City of Choctaw is an equal opportunity employer and does not 

discriminate based on race, color, religion, sex, gender identity, sexual orientation, pregnancy, 

status as a parent, national origin, age, disability (physical or mental), family medical history or 

genetic information, political affiliation, military service, or other non-merit based factors. 

The job description does not constitute an employment agreement between the City and 

employee and is subject to change by the City as the needs of the City and requirements of the 

job change. 


