Operations & Administration Manager | Swim & Racquet Club

Position Summary
The Operations & Administration Manager oversees the club’s administrative, financial, human resources, technology, and member-service functions. Working in close partnership with the General Manager, this role modernizes systems, strengthens internal processes, manages billing and financial reporting, supports staff administration, and coordinates member communications and events. The position ensures that club operations are efficient, accurate, well documented, and aligned with board policies and current best practices.

Key Responsibilities
Operational Systems Modernization
• Evaluate and implement membership, billing, scheduling, and communication systems that improve efficiency and the member experience.
• Document key workflows and maintain standardized procedures for office operations.
• Train office and seasonal staff on systems, procedures, and administrative expectations.
Office Management & Staff Oversight
• Oversee accurate and responsive day-to-day administrative operations.
• Coordinate with the General Manager to align office functions with facility operations.
• Maintain organized, secure, and accessible digital and physical records.
Human Resources & Policy Development
• Maintain HR policies, employee handbooks, job descriptions, and onboarding materials.
• Support recruiting, onboarding, training, and administration for seasonal and year-round staff.
• Help ensure compliance with applicable labor requirements, safety standards, club policies, and bylaws.

Financial Administration
• Manage member billing, payment processing, account reconciliation, and past-due account follow-up.
• Administer vendor payments, contract tracking, purchasing, and related approval workflows.
• Partner with the General Manager, Treasurer, and Finance Committee on financial reporting, budgeting, and audit preparation.
• Develop the annual operating budget in collaboration with the General Manager and appropriate board leadership.
• Track revenue and operating expenses, maintaining accurate and timely financial records.
• Prepare periodic financial reports comparing actual results with budget, highlighting significant variances and trends.
• Coordinate annual audit support, including document preparation, information requests, and communication with the General Manager, Treasurer, Finance Committee, and external auditors.
Member Communication & Customer Service
• Prepare and distribute newsletters, announcements, policy updates, and event communications.
• Maintain accurate and timely website content and digital communication channels.
• Serve as a primary point of contact for member questions, account matters, and administrative support.
Social & Community Event Coordination
• Coordinate club social events, mixers, holiday gatherings, and family activities.
• Manage event logistics, staffing, supplies, budgets, and communications.
• Collaborate with committees to ensure events strengthen club culture and member engagement.
Swim & Tennis Program Support
• Coordinate with swim coaches, tennis professionals, and program leads on schedules, registration, and member communications.
• Support seasonal program administration and facility-use planning.
Reporting & Key Relationships
• Reports to the Board and works closely with the General Manager, Treasurer, Finance Committee, Social Committee, program leads, and other board representatives.
Qualifications
• Experience in operations, recreation administration, hospitality, nonprofit administration, or club management.
• Demonstrated ability to modernize systems, implement new technology, and improve workflows.
• Working knowledge of HR administration, employment practices, and compliance requirements.
• Excellent communication, customer service, and organizational skills.
• Proficiency with membership management systems, financial tools, and Microsoft Office applications.
Preferred Skills
• Experience in swim and racquet club operations or another seasonal, member-based environment.
• Event planning experience.
• Experience with vendor management, billing systems, budgeting, expense tracking, financial reporting, or audit support.
Work Environment
• Primarily on-site within an active swim and racquet facility.
• Evening and weekend availability may be required for events and peak-season operations.
• Frequent interaction with members, staff, and board leadership.
Salary Range:  $60,000-$78,000
Contact: Tim Casey, General Manager
The Swim and Racquet Club
3500 Kenny Rd.
Upper Arlington, Ohio 43221
gm@swimandracquet.com
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