
 
TITLE: 
Manager, Adult Programs  
 
REPORTS TO: 
Senior Director, Competitive Tennis 
 
PURPOSE OF POSITION: 
To lead USTA Eastern in the strategic goal to increase adult participation in the section through Adult tournaments and various 
other play opportunities, including but limited to innovative adult programming, young adult leagues, and Tennis On Campus.  
Develop partnerships with tennis providers such as clubs, community based organizations and other industry leaders 
throughout the Section to help increase adult participation. Assist in the effort to develop and integrate all adult programming 
into USTA Eastern Competitive Pathway.   
  
MAJOR RESPONSIBILITIES (including but not limited to): 
1. Coordinate all aspects of the USTA Tennis On Campus program including but not limited to oversight of the college teams 

and captains, implementation of student run tournament and planning a Section Championship. 
2. Manage all aspects of the Sets in the City programs throughout Section and other innovative adult programs; including but 

not limited to finding coordinators of the program, administration of the league and management of the daily functions of 
the league. 

3. Administer all aspects of adult tournament participation including but not limited to Tennislink, tournament schedule and 
sanctioning, adult team events and rankings. 

4. Maintain and track participation across adult tournaments, tennis on campus and social programs. 
5. Order & disseminate program needs such as giveaways, balls, trophies, etc. as needed. 
6. Offer tournament director communication portals and educational opportunities throughout the year. 
7. Coordinate and assist with section college showcase day. 
8. Collaborate with marketing team to maintain adult webpages and create content for email and social media 

communications. 
9. Assist Finance with the collection of player fees.   
10. Manage various program budgets.  
11. Provide customer service and support to tournament directors, and players. 
12. Work closely with national staff and section counterparts.  Participate in national webinars, attend national conferences, 

and provide support in beta testing new registration management platforms.   
13. Serve as staff liaison to the Section Adult Competition Committee.  
14. Collaborate & communicate closely with the Tennis Service Representatives (TSRs), Adult League Coordinators, as well 

as teaching pros, USTA Eastern providers, National & other Section staff, and tournament directors, to improve and 
develop adult program offerings.  

15. Assist Senior Director of Competition and perform other duties as assigned. 
 
QUALIFICATIONS 
1. College degree/previous experience in related areas. 
2. Excellent organizational and administrative abilities. 
3. Excellent “people” and communication (oral and written) skills. 
4. Good computer skills. 
5. Knowledge of USTA Eastern programs. 
 
TIME/TRAVEL COMMITMENT 
This is a full-time staff position based in the Eastern office.  Some evening/weekend work and travel is required.  Employee will 
also travel to designated USTA and Eastern workshops, meetings and events as appropriate to fulfill responsibilities. 
 
PERFORMANCE EVALUATION 
1) Achievement of annual goals. 
2) Written feedback and formal evaluation by the Senior Director of Competition  
3) Evidence of effectively performing major duties as described. 

This description is intended to describe the type of work being performed by a person assigned to this job. It is not an exhaustive list 

of all duties and responsibilities required by the employee. 


