
 

Pro Kids | The First Tee San Diego 

Pro Shop Starter  

Position Description 

POSITION TITLE: Pro Shop Starter                                            DEPARTMENT: Operations 

SUPERVISOR: Pro Shop Manager                                           STATUS: Part Time- Non Exempt 

Overview 

Pro Kids | The First Tee of San Diego provides a safe, healthy, and positive environment 
where kids can access golf, life skills, tutoring, mentoring, computers, community service 
projects, leadership programs, educational, vocational, and social field trips and 
workshops, college preparation programs, and college scholarships. Pro Kids is the San 
Diego chapter of The First Tee, an international nonprofit golf and life skills training 
organization. 

Mission Statement 

Pro Kids mission is to challenge underserved youth to excel in life by promoting 
character development, life skills, and values through education and the game of golf. 

Reporting Relationships 

Golf shop assistant reports to the Pro Shop manager and are a part of program and 
operations. This is a part time position. 

Job Summary 

Under the direction of the Chief Operations Officer, Director of Golf and the golf shop 
manager, the Golf Shop Assistant will provide service to the members in the area of tee 
time coordination, tournament operations, rules and policies, pace of play, accurate 
daily play totals and other duties needed by the Golf Professionals. 

Primary Responsibilities 

• Delivery of excellent customer service to members and the public.   
• Create a positive and safe environment for personal and social growth. 
• Responsible and accurate management of financial and facility resources. 
• Input of information and transactions through Pro Kids database 
• Support overall Pro Kids activities, events and programs as needed. 



• Supportive of the vision, development and implementation of the progressive 
member experience. 

• Comply with systems for documentation and record keeping. 
• Interact with participants in a positive manner while being consistent, fair and 

treating everyone in the program with dignity and respect. 
• Act as role model, complying with policies and procedures at all times including 

professional appearance and demeanor. 
• Follow emergency procedures appropriately to ensure the safety of the 

participants and staff. 
• Communicate in a positive and effective manner with all participants, school 

officials, parents, community members and co-workers. 
• Comply with systems in place for the general housekeeping of the facilities.   
• Attend and engage in all required meetings and trainings. 
• Understand and be able to articulate The First Tee Life Skills Education as outlined 

in The First Tee guidelines 
• Understand and be able to articulate the mission of Pro Kids 
• Assist in other appropriate ways or as assigned. 

 Experience Required 

• Must have golf experience and be knowledgeable of the game etiquette, 
equipment and rules. 

• Have a valid driver’s license. 
• Have a High school diploma or equivalent.  
• Basic computer skills including E-mail, word processing, and POS are essential. 
• Requires ability to prioritize, handle multiple tasks, and to meet deadlines. 
• Experience with or participation in the Pro Kids|The First Tee of San Diego is highly 

desirable. 
• Exceptional communication skills 
• Accurate and thoughtful record keeping 
• Charismatic, personable, and motivating in working with youth 
• Must be highly dependable. 
• Must be a team player. 
• Must have a warm and friendly personality, while having sensitivity to meet the 

needs of a diverse population. 
• Must have a willingness to fulfill the job responsibilities in accordance to the 

mission. 
• Visual and auditory ability to respond to critical incidents and the physical ability 

to act in an emergency situation. 
• Ability to relate to children and adults in a professional manner. 
• Bilingual (English/Spanish) highly desirable. 



Physical Requirements 

This position requires standing, walking, crawling, and sitting. Position involves use of a 
keyboard involving repetitive motions with fingers, and the use of a telephone and 
face-to-face communications that require accurate perception of speech as well as 
talking and hearing. Position requires close vision, distance vision, and the ability to 
adjust focus. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 

The employee must regularly lift and/or move up to 20 pounds and occasionally lift 
and/move up to 75 pounds. The noise level in the work environment is usually high.  

Qualification and Training Requirements (within 30 days of employment) 

 

• Completion of Child Abuse Prevention training 
• CPR, First Aid; AED Certification recommended. 

Prior to reporting to work 

• Clear background check 

This job description is not intended to be all-inclusive.  It is understood that the 
employee will also perform other reasonable related business duties if requested by the 
immediate supervisor or other management staff.  Job descriptions are reviewed 
periodically and may be revised if deemed necessary.  This job description is not a 
written or implied contract 


