PORTSMOUTH YACHT CLUB                           Jan. 2009/March 2018

Job Description: Steward - reports to the Rear Commodore
 
1. Manage the day-to-day operations of the Club and all other related activities 
1. Assure that the Clubhouse, docks, launches and grounds are maintained so as to be clean, neat, and well organized
1. Supervise all Club Staff in the performance of their jobs.  Assist in hiring Dock Master and Dock Staff 
1. Providing necessary training for all staff to assure the highest level of customer service and job performance 
1. Monitor customer service performance and report same to Club officers on a regular basis 
1. Operate club launches within defined service areas and established time periods; assure all launch staff are licensed to provide members and visiting yachtsmen transport between the PYC dock and their vessels.  Maintain paperwork and collect fees as appropriate
1. Assure member and visitor safety in the launches, on the floats and in the slips; supervise vessel tie-ups and launch operations
1. Produce staffing schedules that assure sufficient coverage for all operations of both the clubhouse and the docks
1. On a daily basis, provide the Club Treasurer with a detailed record of income and expenditures. Complete a reconciled bank deposit statement daily. Maintain a petty cash fund
1. Order fuel deliveries in a timely manner so as to assure adequate supply
1. Procure necessary materials for the daily functioning of the club, including supplies for the kitchen, rest rooms, office, events, etc.
1. Assure the setup and cleanup of the dining room and kitchen for all dinners and special events. 
1. Provide for bartenders during all social hours.  Maintain adequate bar stock in conjunction with the Vice Commodore.
1. Assure that all reservations, for events, moorings and dock space, are handled promptly and courteously on a first come, first served basis. Maintain the signup and cancellation times as set forth by the Vice Commodore
1. Maintain all Club launches so as to present a clean, orderly appearance and to be in accordance with U.S. Coast Guard requirements.  Ensure that Club launches are operated solely for the purposes set forth in the Club rules and in a manner that precludes wake disturbance or damage
1. Assure that all persons using Club facilities follow the Club regulations with respect to safety, facility usage, fueling, etc. Report all violations to the Rear Commodore
1. Assure the United States Flag and the Portsmouth Yacht Club Burgee are raised daily at 0800 and lowered at sunset. 
1. Assist crewmembers of visiting yachts with explanations of hours of operation and Club rules. Provide local area maps and information as requested.
1. Provide for all support services, including turn-on, turn-off, required for the season (i.e. cable TV, gas, water, electric, etc)
1. Be sure that all situations not covered above are handled in consultation with the R/C
1. Perform these and other related duties as assigned by the Rear Commodore or directed by the Board of Directors
1. Provide training to the Dock and Club personnel
1. Steward is required to have, at a minimum, a Limited Master Launch Tender license



PORTSMOUTH YACHT CLUB                          January, 2009/March 2018

Job Description: Dock Master - reports to the Steward

1. Assist the Steward in fulfilling his/her responsibilities.
1. Direct all daily operations of the Clubhouse and docks.
1. Work with the Vice Commodore to provide required support for all social functions and related activities
1. In cooperation with, and under the direction of, the Steward, develop daily/weekly/monthly personnel schedules that assure sufficient staff coverage for all operations, including all clubhouse cleaning and maintenance needs 
1. On a daily basis, assure that the Clubhouse, decks, kitchen and bathrooms are clean, neat and organized; all plants and flowers watered and weed free.
1. Oversee the setup and cleanup of the dining room for all dinners and special events. 
1. Assure that the kitchen is cleaned by the caterer and that all dishes, glasses, etc. are washed and appropriately stowed at the end of each function  
1. Act as, and provide for, additional bartenders during all social hours for dinners and special events. 
1. Working with the Steward and V/C maintain adequate bar stock with the for events requiring an open bar
1. Assure that "sign-ups" for all club activities are handled promptly and courteously on a first come, first served basis. Maintain the signup and cancellation times as set forth by the V/C
1. Fulfill special requests for table settings, decorations, linens, etc. for all club dinners and special events 
1. Assure that all persons using Club facilities follow the Club regulations with respect to safety, facility usage, fueling, etc. Report all violations to the Steward and Rear Commodore
1. As directed, provide the Steward with a detailed record of income and expenditures associated with all club events.  
1. Operate club launches within defined service areas and established time periods; provide members and visiting yachtsmen transport between the PYC dock and their vessels.  Maintain paperwork, fuel boats, book transient moorings and collect fees as appropriate
1. Assist crewmembers of visiting yachts with explanations of hours of operation and Club rules.  Provide local area maps and information as requested
1. Assure that the United States Flag and the Portsmouth Yacht Club Burgee are raised daily at 0800 and lowered at sunset.  The appropriate burgee for the most senior Flag Officer present is to be hoisted upon that Officer's arrival at the Club
1. Perform the duties of the Steward in his/her absence
1. Perform these and other related duties as assigned by the Steward or Rear Commodore or directed by the Board of Directors
1. Provide training to the Dock and Club personnel
1. Dock Master is required to have, at a minimum, a Limited Master Launch Tender license
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