
 
 

POSITION COMMITMENT 
 
 

TITLE:   DIRECTOR OF TENNIS 
 
REPORTS TO:  PRESIDENT / GENERAL MANAGER  
 
STATUS:  FULL TIME (Salary + Commission), EXEMPT (Executive/Professional) 
 
 
Under the direction of the President/GM, is responsible for overseeing the entire Tennis Club operations, 
outdoor tennis and pickleball including financial stability, personnel, programming, court usage, facility 
and court maintenance, scheduling, club management system functions and App; all assuring member 
satisfaction. 
 
RESPONSIBILITIES 
 
Personnel: 
 
 Responsible for the hiring, training and ongoing management of team members’ daily duties to 

ensure the highest quality customer service for our members 
 Ensure all team members are equipped with the most complete information and tools at their disposal 

to perform their job in a productive and efficient manner 
 Provide care and value in team members, acknowledge birthdays and other special occasions that 

will maintain high team member morale and job satisfaction 
 Complete all Human Resources paperwork for team members in a thorough and timely manner and 

submit to HR department (i.e., new hire information, terminations, status change forms, etc.). 
 Conduct team members reviews/performance evaluations and submit to Human Resources (HR) 
 Process team member payroll records and submit to HR per the scheduled calendar 
 Develop tennis pros knowledge and sales skills as it relates to club management software, POS, 

programs, leagues, tournaments, lessons and other fee-based services 
 Conduct ongoing training sessions with tennis and pickleball professionals to maintain projected 

lesson and program volume and to ensure professional instruction standards, consistency in teaching 
philosophy and high core value implementation 

 Ensure effective communication between tennis and pickleball pros and front desk team members 
 Conduct and attend tennis and pickleball team member meetings, All-Staff meetings, weekly 

management team meetings and others as assigned by the GM 
 
 
Program and Facility Operations: 
 
 Prepare and present the annual tennis club budget and presentations for management and variance 

reports 
 Assure all programs, leagues and tournaments are planned, coordinated, and promoted in a 

professional and timely manner 
 Evaluate the quality and profitability of all programs and services and adjust as needed 
 Respond to MXM surveys in a timely and professional manner 
 Coordinate all programs/services and plan appropriately to assure proper balance of instructional, 

social and competitive opportunities while at the same time maintaining an adequate amount of open 
court time for general play 

 Organize and oversee the Junior Development program including beginner and advanced programs. 
Establish yearly goals for the program which include special training opportunities 



 Assure all systems are in place and well organized to receive payment for all programs/services 
 Welcome and introduce new members to staff professionals and assist them in getting involved in 

various programs/services with other members as soon as possible; conduct new member 
orientations 

 Assure all program registration information has been entered into the club management system and 
is updated as necessary 

 Implement club management system checks to assure all information is up-to-date and working 
appropriately 

 Prepare and update the tennis and pickleball portion of the Club Greenwood website including 
information, staff bios, links, and photos 

 Maintain a professional relationship with all tenants and vendors and work with them to provide high 
level service to members 

 Understand and address all court maintenance in collaboration with the Director of Maintenance 
 Understand and address all facility maintenance in collaboration with the VP of Facilities and Director 

of Maintenance 
 Report facility maintenance and office equipment problems to maintenance or IT in a timely fashion 

for immediate repairs 
 
General: 
 
 Attend sanctioned tournaments and league matches whenever possible 
 Be trained on all duties and aspects of the Tennis Club such as point of sale and court reservations to 

be able to assist front desk team members during busy times 
 Promote Club Greenwood within the community and within the tennis and pickleball industries on the 

state, sectional and national level 
 Carry out facility operations, policies, and procedures 
 Perform all tasks with an elevated level of professionalism and insure exceptional member 

experiences from all team members 
 Special projects and duties as requested 
 Comply with all applicable membership policies of Club Greenwood 
 Comply with all employment policies of JAG Management Group, LLC 
 Regular attendance and punctuality for all work shifts assigned is essential for successful job 

performance 
 Dress in appropriate professional tennis attire or business causal as necessary 
 Attend one-time New Team Member Orientation 
 
 
MISCELLANEOUS 
 
Skills/Certifications: 
 
 Maintain minimum USPTA Elite or higher certification status 
 Maintain a minimum NTRP playing level of 4.5 or higher 
 Be active with professional organizations such as the USTA and USPTA and attend meetings and 

educational opportunities whenever possible 
 Ability to organize, instruct and direct programs 
 Effective teaching presentation skills  
 CPR and AED certification required 
 Good interpersonal skills and organizational skills 
 Able to operate a motor vehicle, possess current auto insurance coverage and an acceptable DMV 

record or access to reliable transportation 
 
 
 



Physical Requirements: 
 
 Able to demonstrate correct fundamentals of all strokes and strategies and remain current with 

“Modern Tennis” technique 
 Demonstrate a healthy lifestyle through maintaining and /or improving a commitment to good health 

and a priority and integrity for physical fitness (i.e., non-smoker, exercise regularly, etc.) 
 Able to lift 45+ pounds 
 Bending, stooping, stepping up, reaching regularly and working on one’s feet for extended periods 
 Seated position for extended periods of time at desk, using phone and computer 

 
 
QUALIFICATIONS 
 
Education/Experience: 
 
 Minimum ten years full time teaching experience. 
 Minimum five years previous club or program management experience with a proven history of 

successful Tennis Club Management 
 Demonstrate a strong competitive background in sectional, national, collegiate or professional level 

tennis 
 Has served as tournament director for a minimum of four sanctioned junior or adult tournaments  
 Demonstrate knowledge of computer and word processing skills 
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