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PARK & RECREATION ASSOCIATION

Assistant Golf Professional - Arrowhead Golf Club
Wheaton Park District

Contact Name: Becky Mendenhall

Contact E-mail: rmendenhall@wheatonparks.org
Contact Phone: 630-510-4986

Closing Date:

Salary: $50,930 - $76,395, DOQ

Description:

The Agency

The Wheaton Park District (WPD) was established by the citizens of Wheaton in 1921 and has a rich
history of elevating the quality of community life through its parks, facilities, programs and services.
Today, citizens enjoy active and passive parks owned and leased by the district across fifty-four (54)
sites totaling nearly 900 acres. Recreational facilities owned and/or operated by the District include
the Ray Morrill Community Center, Parks Plus Fitness, Central Athletic Complex, Northside Park
Family Aquatic Center, Rice Pool and Water Park, Arrowhead Golf Club, Lincoln Marsh Natural Area,
Mary Lubko Center, Memorial Park Bandshell, Clocktower Mini Golf Course and Skate Park, Cosley
Zoo, and DuPage County Historical Museum. The Wheaton Park District is an Illinois Distinguished
Accredited Agency and is a recognized leader in the delivery of parks and recreation services in
lllinois. WPD is a four-time winner of the NRPA Gold Medal Award for excellence in the field of park
and recreation management.

Since Arrowhead Golf Club’s historic opening in 1926, it has continued to offer a superb golf
experience to its guests. The course is comprised of three nine-hole courses where guests can
experience the feel of a private club at one of the finest municipal courses in the state.

Arrowhead Golf Club has been Audubon Certified since 2020.

District mission, vision and core values
Mission: To create vibrant, welcoming spaces and activities that inspire fun, foster connection,
strengthen the community, and enrich well-being for all.

Vision: To be the community leader in offering fun and inclusive experiences inspired by nature,
powered by creativity, built on collaboration, and guided by integrity.

Values: Community, Respect, Excellence, Adventure, Teamwork, Equity

The Position:



This position will assist the Director of Golf Operations and Head Golf Professional in all aspects of
management and administration of golf programs.

Essential Functions

» Work weekly scheduled Pro Shop, Starter, Cart Attendant, or Ranger shifts as scheduled, these
may include opening, closing, weekdays, weekends, and holidays.

» Assist with managing leagues, outings, special events, and instructional clinics.

» Assist with managing the Couple's Golf & Permanent Tee Time leagues.

» Assist with the ordering of merchandise as well as monthly inventory checks, display upkeep,
merchandise rotation practices, and assist customers with merchandise needs.

» Assist the Professional staff with the development & implementation of the Adult & Junior golf
programs.

» Conduct group, private, & semi-private lessons during times when not working a scheduled shift.

» Maintain a satisfactory playing ability.

» Be always an ambassador for the game of golf and Arrowhead Golf Club while on property.

» Responsible for the supervision of part-time staff, the control of time and attendance.

» Assist with managing the cross-country ski program including supervising and scheduling part-
time staff, maintaining inventory, and working in the ski shop.

» Maintain close contact and build relationships with guests to better understand their needs and
suggest operational changes that will increase their enjoyment.

* Resolve concerns, problems, and emergencies that arise with customers or employees in a
timely & professional manner.

» Assist in the formulation and evaluation of programs and marketing plans. Make suggestions
about ways to alter them to make better use of resources and improve effectiveness.

» Gather data and prepare reports as directed by your supervisor.

» Contribute to a feedback rich environment.

» Hire, train, manage, lead, coach, direct, schedule, discipline, motivate, evaluate, and provide
guarterly feedback for assigned staff ensuring an effective and efficient department and
successful District run in accordance with Department of Labor laws and District policies and
procedures.

» Provide a high quality of customer service in a professional manner to the internal customer that
will facilitate team building and exceptional customer service to the external customer.

» Follow the Wheaton Park District and Arrowhead policies, procedures, and guidelines.

» Proactively support the Districts Mission, Vision, and Values.

* Maintain good safety awareness and follow all safety guidelines and procedures.

Why you should apply:
Arrowhead is owned and operated by the Wheaton Park District. Park districts are all about leisure,
recreation, and conservation. If this interests you, we offer the following:

* Health (HMO, PPO, or HSA), with very low employee contribution for employee, spouse, and
dependents.

» 100% employer paid dental insurance for employee, spouse, and dependents.

* 100% employer paid vision insurance for the employee.

» 100% employer paid life insurance at 1.5 times your annual salary.

» Health insurance waiver incentive up to $4,500 per year.

* FSA and Dependent Care pre-tax via payroll deduction.

» Pension Plan through the lllinois Municipal Retirement Fund, including employer contributions.

» Paid time off including 12 sick days per year, 12 vacation days, 2 personal days (pro-rated first
year), 12 % holidays.



» Free use of fithess center, two pools, golf, and entrance to Cosley Zoo to employees and family
members eligible for insurance coverage.

» Tuition Reimbursement, discounts on merchandise, professional memberships, and other
voluntary benefits.

Position Salary Range
Min Mid Max

$50,930 $63,663 $76,395

The Qualifications:
To be considered for this position, we are looking for:

* Minimum of a high school diploma or GED with at least two (2) years of experience in the golf
industry is required.

» Bachelor’s degree preferred.

* Member or associate in the PGA of America preferred.

» Must have experience in Microsoft Office Suite, and the ability to learn new software.

* Must be able to lead, manage, and motivate assigned staff.

» Must have great problem solving, analytical, organizational, interpersonal, and written and verbal
communication skills.

* Must be able to work independently with minimum supervision.

* Must have and maintain a valid driver’s license with acceptable driving record.

» CPR/AED certified or obtained within 90 days of employment.

» Working toward PGA certification if not already a member.

Physical and Environmental Demands

Physical

This position will work long hours and must be able to continuously move around the Proshop and
golf course and bend, stoop, twist, kneel, crouch, or squat and move items such as boxes of
merchandise, crates of golf balls, etc. weighing up to 25 Ibs. Must be able to drive a golf cart safely.
This position will have frequent repetitive hand/arm movements such as when working with equipment
or computers. Must be able to bend, twist, and swing a golf club when giving instructions.

Environmental

This position will frequently be exposed to all weather conditions including insects and bugs,
pesticides and chemicals, poisonous plants, office noise, and occasionally extreme noise levels from
maintenance equipment.

Hours
Hours may vary based on the needs of the facility

To apply for this position go to:
https://wheatonparkdistrict.clearcompany.com/careers/jobs/fa606367-9a50-8ec8-1183-
860e9b23c5b9/apply?source=3663309-CS-26822

The Wheaton Park District is an equal opportunity employer. EOE/M/F/D/V



