
Operations Manager/ 
Harbormaster 

Harbormaster

Reports To: General Manager            Supervises: Dockmaster, Ship’s Store Manager & Boat Sales Manager

 Job Overview
 The Operations Manager is a highly responsible administrative and supervisory position in directing and coordinating the activities  
 at the Marina and related facilities. This Employee is responsible to the General Manager for the overall management and  
 operations of a yacht Marina which includes dockage, selling fuel, sales of new equipment, dry dock accommodations and  
 ancillary services. Work is performed according to established policies and in coordination with the General Manager using the  
 latitude for independent judgment in the selection of work methods and procedures.

 The Operations Manager will be responsible directly to the General Manager. The Operations Manager must be versatile in all  
 aspects of the Marina Operations. This person will assume the duties of the General Manager in his/her absence, and must  
 therefore be familiar with the Marina Managers job description.

 The Operations Manager is responsible for conducting daily business at the Marina. His/Her duties include long and short term   
 planning and implementation in all phases of Marina management as directed by General Manager. These duties are to be carried  
 out while maintaining an exceptionally high degree of safety, aesthetic appeal and customer satisfaction. The Operations Manager  
 is a “problem solver” capable of close attention to detail in matters of personnel, customer service, facility upkeep, facility operations,  
 budget and emergencies.

 Responsibilities
 Most day to day duties of the General Manager will be delegated to the Operations Manager. It is physically impossible (even though  
 some people try it) for one person to be available 24 hours a day. The General Manager needs to have someone available that can act  
 responsibly in their absence.
 
 Preceding this job description was a list of responsibilities of the General Manager, any of these could be delegated to the Operations  
 Manager as needed. Therefore, the Operations Manager should be as familiar as possible with all the duties related to the  
 General Manager as possible.
 
 Duties
 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.  Meet rental budgets.
 4.  Provide supervision and direction to the Marina Ship’s Store, including maintenance of proper inventories of Marina  
  merchandise, bait, fuel, ice and beverages. Meet retail budgets.
 5.  Coordinate, as directed, the Marine 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.  Any other duties as assigned by the Marina Management.

 Minimum Qualifications
 Thorough knowledge of general boat handling, mooring and docking practices applicable to the operation and use of Marina  
 facilities. In addition one must have Wet and dry Marina experience, good working knowledge of boat operations and proven  
 management background required. Knowledge of modern Office methods, equipment and procedures; knowledge of standard  
 safety precautions and first aid procedure; ability to organize sales, service, maintenance; ability to establish and maintain effective  
 working relationships with boatmen, concessionaires, and the general public are also required. Highly recommended as being  
 qualified as a Certified Marina Manager (CMM) and a graduate of the Intermediate/Advanced Marina Management courses
 
 The Operations Manager/Harbormaster is responsible for observance of all procedures contained in this Manual. The Operations  
 Manager/Harbormaster will assist the General Manager in the enforcing of the policies set forth and will make his/her  
 recommendations on corrective measures that need to be taken.  Employees will be counseled and given every chance to  
 improve to acceptable levels.



Operations Manager/ 
Harbormaster (continued) 

Harbormaster

 Decision Impact
 1.  Poor decision in personnel training or supervision, facility maintenance, and customer/community relations could adversely  
  impact the Marina’s land sales as well as reputation. Marina rentals and retail revenues can be adversely affected.
 2.  Poor decision in personnel training and facility maintenance/repair can cause personal injury to Employees and customers  
  as well as property damage.  The nature of Marina environment, equipment and activity results in a high accident potential.
 
 Special Skills or Training Required
 1. Previous experience in Marina operations and/or Marina use. Extensive and varied salt or fresh (as called for in your area) water  
  boat operating background is essential. Boat handling skills required.
 2. High school education essential, some college education desirable, trade school or boating and business related courses  
  desirable such as the Intermediate/Advanced Marina Management Courses.
 3. Special personal qualities or ability to relate to Marina customers or prospective land sales clients in such a way as to enhance  
  their boating experience while, at the same time, enforcing the Marina policy.
 4. Basic business skills - requires ability to assist in preparation of budget projections and keeping abreast of current account  
  balances. Requires ability to devise and implement profit making or cost reducing programs or procedures and must be  
  capable of preparing monthly business activity reports.
 5. Supervisory skills - must be capable of training personnel in all Marina tasks and must have past experience in coordinating  
  schedules and activities of hourly personnel and ensuring that Employees fulfill job requirements safely, efficiently and  
  courteously. Individual must also have the respect of his/her Employees in the supervisor’s role and must be willing to help  
  establish goals and objectives for Marina personnel and help them obtain these goals.
 6. Salesmanship and knowledge of marine product merchandising is essential as this supports one’s ability to keep Marina store  
  and fuel pier adequately and appropriately stocked with strict inventory control. This also requires “hands on” knowledge of  
  marine repair and maintenance products, accessories, fishing tackle and methods.
 7. Other duties or qualifications.
  a. Ability to operate most any boat skillfully.
  b. Basic understanding of mechanical skills.
  c. Local geographical knowledge of waterways.
  d. Ability to organize and conduct fishing tournaments, boating events or other special events.
 8. Communication skills
  a. Written reports, community publication articles, etc.
  b. Supervisory and customer relation communications both written and oral.
  c. Able to speak publicly at hearings and meetings. 

 Work Schedule
 Since the Operations Manager/Harbormaster is going to be second in command in overall responsibility for the Marina,  
 She/He will be working as the job requires and is on call for all storms and emergencies. The Operations Manager/Harbormaster  
 will need to coordinate with the General Manager on the hours to be worked.   

 In the absence of the General Manager, the Operations Manager/Harbormaster will have to use His/Her discretion on the hours  
 to be worked. Usually the Operations Manager/Harbormaster will be a Salaried Employee of the Marina.


