General Employee Orientation


Thank you for choosing to work at Southpoint Marina.  You have been chosen to work at this Marina based on your level of maturity, work ethic and ability to manage yourself.  The main goal as an employee of Southpoint Marina is to keep all of our members happy by providing 100% guest satisfaction.  As you read through the information below, you will see that there are many other duties for you to perform, however always remember our number one priority – Keeping all our members happy!


Keep yourself well kept, clean and orderly.  Don’t get too dirty working on a project that you end up looking like a mess.  You should always be wearing a Southpoint Marina logo polo shirt to signify that you are an employee of the company.  Your pants or shorts should be light brown or kaki in color, and your sneakers should be clean and white.  Always try and say hello to all members and guests entering and exiting the Marina.  Check the bathrooms every hour or so to make sure they are clean, stocked and in good working order.  And when a customer comes in looking to rent a slip, make sure to show them around first before quoting a price – Southpoint is the best kept and professional marina in the Bay, it is important for customers to see and hear it with their own eyes before getting a price.


As you read through this information, keep in mind that you are representing the Daniele family and we have put our trust in you that you will deliver exceptional service.  Thank you.

Opening and Closing Job Duties

  Opening Shift:

· Open the store and lift all the blinds

· Count cash drawer & turn the cash register on (leave it off when the store is unattended)
· Sweep the store floor clean and organize the desk top

· Make sure all the shelves are clean and orderly

· Check all the bathrooms to make sure they are clean

· Make sure the outside area of the marina store is clean and orderly

· Walk through of all docks - check for loose docks, all boats secured, etc…

· Return any unused carts to the marina entrance

· Read log book from the previous day and fix any outstanding issues

  Closing Shift:

· Write any important notes of the day in the log book

· Sweep the store floor and organize the desk tops

· Count the cash drawer, and turn the register off

· Lower all the blinds, and turn off the lights 

· Close and lock the door

Daily Job Duties

1. Do a walk through of all the docks to check that all the boats are secure

2. While walking the docks, look for garbage, excessive bird poop, etc…

3. Check to see what your daily punch list items are

4. Monitor the telephone and marine radio

5. Update the weather board

6. Make sure No boat is in the water without full payment of the slip

7. Keep any trespassers from fishing on the docks or marsh area

8. Collect fees for any short term dock rentals

9. Mediate any problems, complaints, suggestions, etc. and let the Daniele’s know immediately of any problems

10. Monitor the rules and regulations of the marina

11. Show slips to any potential customers

12. Welcome all members and guests with a warm conversation

13. Help all incoming and outgoing boats as necessary

14. Help all launching boats and returns when you are available

15. Keep the boaters happy !!!

Cash Register Instructions

To Ring something up…

1. Type in the amount of the item including zero’s

2. Touch the blue button marked “Sale”

3. If there are more items, repeat steps 1 & 2

4. If you wish to see a sub-total, touch the “#/SBTL” key

5. Type in the amount the person is paying with

6. Touch the big aqua colored key marked “CA/AT/NS”

7. The screen will tell you how much change due back

8. Your done, good job!

To close out the register at the end of the day…

1. Slide the upper right hand key to “Z/PGM”

2. Touch the big aqua colored key marked “CA/AT/NS”

3. Wait for the register to finish printing (2 minutes)
4. Forward the paper out a bit using the arrow key

5. Tear off the receipt and attach it to the daily cash out sheet

Dockmaster Priorities

You will be expected to use your judgment in determining what duties to do before others.  This list of priorities is to help you understand what is requested from the owners as far as what items are more important than others.  The number one priority should always supercede any other duty at all times.

1. Provide professional and courteous assistance to members AND guests.

2. Assist incoming and outgoing boats while docking or departing.

3. Provide reliable information to boaters and guests regarding the marina.

4. Maintain docks and entrance in clean and orderly fashion.

5. Provide security over docks and boats.

*Please remember to post a sign on the door when you are away from the store for more than 2 minutes so that guests know where you are, how to contact you, and when you will return back
What to do when its really slow…

When its really slow and there doesn’t look like there will be anyone around for a while, do some pro-active productive things around the marina like:  cleaning the docks, sweeping the deck or parking areas, deep cleaning the bathrooms, organize the store, clean the shed, walk the docks, etc.  There are always things to be done.  Please stay busy. 

Southpoint Marina Rules & Regulations

1. Have fun and enjoy the water !

2. Please keep any pets on a short leash and in control

3. No oil changes on the docks or in the water

4. Boat slips must be paid in full before entering the water

5. Please keep vulgarity to a minimum

6. No urinating from the docks

7. Please be considerate of others around you

8. Please keep noise levels down after 10:00pm

9. Please keep your ropes in an orderly fashion

10. No fishing off or around the docks

11. Please keep the docks around your boat clean and organized

12. Maintain slow speeds around the docks to minimize wakes

13. Nude sunbathing only in seclusion (optional)
14. No garbage or debris to be discarded in the water

15. Your slip lease contract may be revoked at any time at the discretion of Southpoint Marina upon disobeying any of the above rules & regulations

How to properly sell a slip when customers come in…

1. Welcome them to Southpoint Marina & Introduce yourself

2. Show them around the Marina Office & Tiki Store

3. Show them the restrooms & Showers

4. Show them the garbage receptacles, surrounding areas, picnic tables, etc.

5. Show them the dock carts that help carry items to and from boats

6. Explain that members receive 10% off at Bazil & 5% off at Mario’s

7. Ask the guest what size boat they have

8. Give them a quote based on the size boat they have and slip they require

9. On a fresh docks diagram sheet, circle the slips available for them

10. Give them a copy of the contract

11. Walk them out or send them out to look at their possible slips using the docks diagram as a reference point – circle on the sheet available slips

12. Take a 25% deposit to secure the slip until May 1st or Take full payment to complete the lease contract

Frequently asked questions:

How deep is the water?  Is the water deep enough?
Answer:  The average water depth of the marina and channel is approximately 6-9 feet.  It is highest in the summer and lowest in the winter.  You can log onto our website www. SouthpointMarina.com to view current up to date lake level measurements from the D.E.C. (Department of Environmental Conservation) and from the Army Corps Of Engineers.

Will I have enough water for my boat?

Answer:  The average water depth of the marina and channel is approximately 6-9 feet.  It is highest in the summer and lowest in the winter.  You can log onto our website www. SouthpointMarina.com to view current up to date lake level measurements from the D.E.C. (Department of Environmental Conservation) and from the Army Corps Of Engineers.

Are you going to be dredging at all?

Answer:  The marina was dredged in 2010.  The project lasted two years and we removed about 25,000 cubic yards of dirt under the docks and down the channel.  We are now one of the deepest calm water marinas in upstate New York.
When do I have to pay?

Answer:  In order to put your boat in the water we must have received full payment for your slip.  If you pay a 25% deposit, your slip will be on hold until May 1st at which time, if you have not paid in full, you will loose your slip and deposit.

Completing A Contract:

1. Fill out the contract completely, don’t submit contract with missing information, ever…

2. Write in if the money you took in was a DEPOSIT or PAID IN FULL

3. Make sure you sign the contract AND the customer signs the contract

4. If payment is made with a credit card, write the boater name and slip # on the receipt

5. Give new boaters a Boater Discount Card – fill in name and slip #

6. Cross the sold slip off the “available slip list”

7. Write the boater name, slip #, and amount due or $0 due on BLUE LIST

