
 

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.   
 

Position Description 

Position Title Local USTA League Coordinator (LLC) Job Status Full-Time or Part-time, Exempt 

Department 
USTA New England Competitive 
Tennis 

Reports To 
Director of Competitive Tennis 
(SLC) 

Purpose of 
Position 

Responsible for all aspects of USTA League activities within a prescribed geographic region. 
Provides excellent customer service, and handles recruitment of captains and team members. 
Builds relationships with industry partners. Promotes the local leagues and organizes the format 
and structure of the competitions. Oversees and administers the area‟s leagues in collaboration 
with the State League Committee and assists in hosting championship events when necessary. 
Other duties and responsibilities may be assigned in addition to „Major Duties‟ by the Director of 
Competitive Tennis. 

Major Duties 

 Promote and administer USTA League in designated communities to ensure league program 
growth. Attend meetings of potential players, community members, teaching professionals, 
facilities, and other tennis providers to promote league tennis. 

 In collaboration with the Section League staff and the State League Committee, create a 
menu of tennis league offerings to provide an opportunity for everyone to play. Assist in 
development of new programs to encourage participation growth. 

 Work collaboratively and in conjunction with the State League Committee to achieve aligned 
growth and project goals. 

 Responsible for working within a budget for area expenses. Monitor and track expenses to 
stay within budget guidelines. Inform Section office and State League Committee of budgetary 
issues as appropriate. 

 Assist facilities and players to join the league system, recruit players to become captains, 
assist in forming teams. Administer and supervise opportunities for new and returning players 
to league play.  

 Be available to respond to phone calls, emails and correspondence within a reasonable 
timeframe.  

 Utilize remote communication tools such as conference calls, webinars, and email to 
communicate efficiently and effectively. 

 Utilize TennisLink to set up local leagues, develop a schedule of matches and a seasonal 
calendar which fall within the sectional and national deadline dates. 

 Recruit and provide training for volunteers, players and captains. Hold training meetings, 
conference calls, and webinars to keep all informed. Implement and provide appreciation 
opportunities for league contributions. 

 Provide media submissions and league information requested to USTA New England in a 
timely manner. Create communications using the provided tools for distribution to volunteers, 
players, and captains. Meet communication deadlines. Responsible for providing timely and 
accurate information for publication for the State Association webpage. 

 Complete knowledge of TennisLink, NTRP System, USTA League policies and procedures, 
including Local, Section and National rules and regulation/protocols. 

 Conflict resolution- Identify and resolve local league issues while keeping Section League staff 
informed of issues, decisions, and progress made.  

 Build positive relationships with surrounding LLCs, Section staff and State League Committee 
to ensure accurate information is provided to consumers, and to absorb best practices of 
surrounding areas. 
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Position Description 
 Assist at USTA New England District and Section events when scheduled. 

 

Internal 
Relationships  

 

 

 

 Director of Competitive Tennis 

 USTA League Manager  

 Local League Coordinators, Captains, Players and Volunteers 

 State League Chair and Committee  

 Public/private tennis facility manager/directors 

 USTA New England Staff and Board 

Travel Demands 

 Must have ability to work remotely from home office, but must expect regular local, section, or 
national travel for championship events, meetings, or workshops when required. Flexible, 
part-time schedule to accommodate league service in area. 

 Nights and weekend work and travel may be required. 

Qualifications / 
Competencies 

 Excellent customer service skills. High level of energy and enthusiasm. Willingness to “sell” 
the concept of league tennis and respond to community tennis needs. 

 High energy, self-motivated and enthusiasm with a desire to initiate and promote programs.   

 Excellent time management skills and ability to meet deadlines.  

 Ability to train others effectively. Provide proper tools for training processes provided by 
Section and National USTA.   

 Working knowledge of USTA League system and TennisLink registration system. 

 Computer literate with working knowledge of Microsoft Office or similar products: Office 365, 
and Outlook a plus. 

 Willingness to engage and embrace training and self-improvement when skills are identified 
that could be enhanced. 

 Ability to conduct or learn to conduct conference calls, webinars, and computer training 
sessions. 

 Strong communication skills: public, private, verbal, and written. 

 Creative thinker and problem solver.  

 Event or meeting planning and tournament management skills helpful. 

 USTA League play and captaining experience (preferred) 

 Experienced tennis background. 
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