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JOB OVERVIEW 

The Pro Shop Attendant is responsible for customer service and sales of golf merchandise and 

services.  Our full service golf club offers a championship 18 hole course, cart rentals, lessons, 

pro shop merchandise, club fitting and full service food and beverage.  The Pro Shop Attendant 

performs a variety of duties including, but not limited to, customer service in the sale of golf 

services and merchandise, ensuring carts and other equipment are prepared and ready for 

rental, cleaning and stocking of the Pro Shop and other public areas, and monitoring and 

dealing with service issues on the golf course.  

 

Pro Shop Attendants are expected to complete training in all areas of golf service and inventory 

management and sales.  Reporting to the CPGA Head Golf Professional, and working as a key 

member of the golf course team, the Pro Shop Attendant works to ensure that the Pro Shop 

services support the goals of the club. 

 

COURSE OVERVIEW 
 

Lone Wolf Golf Club is located in Taylor BC, 60 km north of Dawson Creek, and 12 km south of 
Fort St. John, BC on the world famous Alaska Highway. The championship 18 hole, par 72 layout 
has a links type feel. The generous fairways are well protected by bunkers and long rough. Lone 
Wolf Golf Club is a tough test of golf at 7,141 yards from the back tees but playable for all skill 
levels from any of the other sets of tees. The relaxed atmosphere at Lone Wolf makes every 
summer golfing day enjoyable. 
 
The golf course is owned by the District of Taylor, the fastest growing community in the Peace 
River Region. Taylor is a community that values and nurtures personal endeavor, affordable 
living and unrivaled amenities for the whole family to enjoy. The golf course boasts the largest 
junior golf program in Northern, BC and we recently integrated 9 shorter, par 3 teeing areas for 
beginners on the front 9. Lone Wolf has also currently holds the award as the best manicured 
course in Northern British Columbia from Inside Golf magazine. Lone Wolf also proudly hosts 
most of the major charity fundraising golf tournaments for the region, and many other 
corporate and community functions. 
 

RESPONSIBILITIES 

 

Provides excellent customer service, ensuring friendly and efficient service, recognizing regular 
customers and Members; 
Ensures proper POS entry of customers, gathering appropriate information and entering 
information as per the procedural guidelines to ensure consistency of information within the 
system; 
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Properly checks in golfers, ensuring rounds are appropriately recorded and all rentals, other 
services and products are appropriately captured; 
Ensures Pro Shop and golf services are set up and ready for guest use (eg. Carts, rental 
equipment); 
Supports the set up and organization of the golf services aspects of tournaments, leagues and 
special events; 
Deals effectively with customer concerns, identifying opportunities to recover customer 
satisfaction and loyalty, escalating issues to the on-duty supervisor and/or Head Golf 
Professional where resolution can not be achieved; 
Understands golf course etiquette and use of golf course equipment and is able to 
diplomatically deal with customers who need to be educated or asked to leave the premises;  
Identifies opportunities to provide suggestions to customers and suggest sales items, features 
and promote upcoming events; 
Collaborates with other Pro Shop and Outside Services staff to ensure excellent overall service 
levels; 
Ensures accurate entering of orders, sales, discounts, proper cash management and completes 
daily cash balancing; 
Ensures the cleanliness of the Pro Shop, rental equipment, stock rooms, and public areas, 
ensuring all appropriate health and safety regulations are met; 
Ensures proper opening and closing procedures are completed, including responsibility for 
ensuring proper opening and lock up of the facility; 
Follows inventory management and controls policies, including point of sale (POS) accuracy, 
proper rotation of products, completing accurate physical inventory counts, and demonstrating 
proper care, control and handling of golf club assets and inventory; 
Answers general questions about overall golf club operations, where unable to answer 
questions, directs customer to appropriate contact; 
Follows all District and golf course rules, regulations and policies, directing questions to the 
Head Golf Professional for clarity, as required; 
Makes customers aware of applicable District and golf course rules, regulations and policies in a 
professional and diplomatic manner, escalating to the on-duty supervisor and Front End 
Supervisor where there is continued contravention of rules, regulations and policies; and 
Other duties as assigned. 
 

KNOWLEDGE & SKILLS REQUIRED 

Strong understanding of the game of golf, golf etiquette and golf equipment; 
Ability to learn quickly and use knowledge to support excellent service of customers; 
Strong customer service and sales skills; 
Strong written and verbal communication skills, including effective telephone etiquette and 
communication skills; 
Ability to multi-task and adapt to changing circumstances; 
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Interpersonal skill to resolve conflict with members of the public and team members; 
Attention to detail and focus on accuracy with regard to entering customer orders and cash 
balancing;  
Ability to manage and maintain a positive attitude in a fast-paced work environment; and 
Must be able to manage and work efficiently with little supervision. 
 

MINIMUM QUALIFICATIONS 
 
1-3 years of experience working in a customer service environment; 
Demonstrated customer-oriented approach through prior customer service roles in fast paced, 
multi faceted environments;  
Strong computer skills, including the use of Point of Sale software, internet searches and 
research, Microsoft Word and Excel; 
Good understanding of the game of golf;  
Experience working at a golf course an asset. 
 
COMPENSATION & BENEFITS 

Compensation is commensurate with experience. 
Golf Privileges and staff discounts on merchandise and restaurant items. 
 
This is a seasonal position, with scheduled hours varying through the open season (generally 
April – Thanksgiving weekend).  Hours can be impacted by weather conditions when it impacts 
operating hours of the course.  As this is a seasonal position, where we are busiest on league 
nights (Tuesday – Thursday), weekends and special events.  Although we can provide some 
schedule flexibility, employees can expect to work evenings and weekends and there is limited 
availability for extended time off during the season. 


