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Job Title:   Operations Manager / Dockmaster Approved Date:               
       New      Revised 
 

General Position Information: 
 This specific job description covers the basics functions, qualifications, requirements, working conditions and skills necessary, but not limited to for 
successful fulfillment of this position in accordance to the standards of the company.                                                                                                                      

 

DOL Overtime Status:                  
 

Employment:               
 

Workers Comp Code:                  
 

EEOC Class:                                                                                       

 

Pay Type:            Salary                       
 

Base Pay DOE 

Level:  
 

Benefit Class:    

 

Location:                                       

 

Department:                             
 

Reports to:     Marina Director                          
 

Supervises:        All dockhands and 

fuel dock attendants                               
 

Position Summary:                                                                                                        
   

 

The Operations Manager / Dockmaster is a highly responsible operational, administrative and supervisory position in directing and 
coordinating the activities at the marina.  This employee is responsible for the overall management and operations which include 
dockage, fuel sales, dry storage and ancillary services.  The Dockmaster is responsible for conducting daily business at the 
marina.  Duties include long and short term planning and implementation in all phases of marina management as directed by VP of 
Operations.  These duties are to be carried out while maintaining an exceptionally high degree of safety, esthetic appeal and 
customer satisfaction.  The Dockmaster  is a “Problem Solver” capable of close attention to detail in matters of personnel., 
customer service, facility upkeep, facility operations, budget and emergencies. 

Job Specifications/Qualifications:  (Min. knowledge, skills, and abilities required)          .  
      

- Education/Training (or  equivalent):    H.S. Degree   College Degree*   Certification/License* 
 
 
 

- Experience:  (Type of work experience, min. number of years): 

Thorough knowledge of general boat handling, forklift operation, mooring and docking practices applicable to the 
operation and use of marina facilities.  Wet and dry marina experience, good working knowledge of boat operation and 
proven management back ground required.  Strong leadership skills a must. 

 

- Technical or Administrative Knowledge: 
 

Knowledge of modern office methods, equipment and procedures.  Ability to organize sales, service and maintenance.   
 

- Special Skills and Abilities and/or: 
Knowledge of standard safety precautions and first aid procedures.  Ability to establish and maintain effective working 
relationships with boat owners, concessionaires, and the general public. Marine Forklift Certification a must.  
 

Physical Requirements and Working Conditions:                                                                                              
 

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of 
this job.  Reasonable accommodations that do not cause an undue hardship on the company may be made to enable individuals with disabilities to 
perform the essential functions, as long as that would not hinder or prevent performance of duties, or be of a safety concern. 

 

Key to denote % of time requirements necessary to perform essential functions of this job. 
0% = Zero (O)         1-35% = Little (L)         36-70% = Moderate (M)         71-100% = Great (G) 

 

- Physical Requirements:   Light: Lifting 0-10 pds.    Moderate: Lifting 0-25 pds.   Heavy: Lifting 25+ pds. 
 

   m - Bending/stooping 
   m - Reaching above/below the waist 
   m - Pushing/pulling movements 
   m - Climbing stairs / ladders 

m - Standing 
m - Kneeling 
m - Sitting 
m - Walking 

m - Lifting 
l -Taste/Smell 
l -Typing 

m –Color / Depth perception 
m -Fine hand & finger movements 
m -Operate motor vehicle 
m -Operate various equipment 

 

- Working Conditions and Schedules: 
The Operations Manager will be working as the job requires and is on call for all storms and emergencies, and will 

coordinate with the Marina Director on the hours to be worked. Normally works weekends and holidays. 

- Necessary traits for this position:  Seeing  Hearing  Talking*  Reading* Writing* 
 

 Basic comprehension of English language using the traits* marked above for purposes of safety, management direction and job responsibility, 
and minimal third party interaction. 

 Proficiency of the traits* marked above in the following languages for business letters, memos, customer interaction, presentations, 
demonstrations, employee direction, audits,  etc:  English Spanish French Other _________________ 



 

I have read and understand the above job description.  I attest that I can work in these conditions, I am 

able to perform the job functions, and can fulfill the basic requirements/duties, to include any other 

reasonable requests that are asked of me.  I will immediately notify my Supervisor if I am unable to comply 
with this job description for any reason.  
 

Signature ____________________________________________________________  Date ____________________              
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Job Title:      Continued  Approved Date:               
       New      Revised 
 

Job Functions, Unique Duties and Responsibilities:                                                  
 

Essential Functions include but are not limited to the following:  
 

 
 
1. Plan and maintain marina staffing so that training and scheduling cause the marina to function safely, 

efficiently and cost effectively.  Provide close follow up on training effectiveness and on delegated 
tasks. 

2. Develop and cultivate good personal relations with neighboring residents while relating in a business 
like manner in marina policy matters.  Stimulate boating interest by promoting tournaments, boating 
and special events. 

3. Maximize slip and rack rental occupancy and ensure that rental space is most effectively utilized. 
4. Provide supervision and direction to the marina ship’s store including maintenance of proper 

inventories of marina merchandise, bait, fuel, ice and beverages.   
5. Coordinate, as directed, the marina service shop activity to maximize profits while causing service 

availability to be well received by the marina boaters. 
6. Provide input on planning and budget as directed. 
7. Coordinate forklift drivers, dockhands and fuel attendants to ensure safe, smooth and effective dry 

storage operations, wet slip docking, fueling, maintenance and housekeeping. 
8. Set daily assignments and schedules. 
9. Maintain grounds, equipment and buildings in such a manner that they are esthetically and 

operationally at best and within all legal requirements. 
10. Identification of maintenance, repair and housekeeping needs.  Keep accurate check lists and records 

of maintenance and repairs as required.  Operate within budgets. 
11. Maintain retail inventories for fuel, ice, bait and oil. 
12. Maintain supply inventories for maintenance and cleaning supplies. 
13. Assist in marina store duties including: Opening and closing store; Inventory assistance; Sales tickets. 
14. Proficiency in VHF Base Radio Operations. 
15. Know correct hurricane, storm, fire, first aid, freeze and hazardous spill procedures – coordinate 

activities of dockhands during implementation of these procedures. 
16. Train all forklift drivers, dockhands, fuel attendants and temporary labor. 
17. Additional duties as may be assigned by VP of Operations. 

 
 

 


