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Position Description 
                                                                                
Position Title:  Manager – Twin Cities Adult Play 

Report To:  Director of Adult Play 
 

 
A. PURPOSE OF POSITION: 

To assist USTA Northern in its mission to promote and develop the 

growth of tennis with specific responsibilities related to USTA Leagues 
and Adult play opportunities in the Twin Cities metro area.  As the 

Twin Cities metro area USTA League Coordinator, the Adult Play 
Coordinator works with the Director of Adult Play to oversee all aspects 

of the local league program.  This position must have general 
knowledge of all USTA and USTA Northern programs and 

opportunities, while possessing a variety of skills to effectively assist in 
achieving the strategic goals and core values of the section. 

 
B. MAJOR RESPONSIBILITIES: 
 

Twin Cities Area Leagues 

1. Assume the role and responsibilities of Area League Coordinator for 
the Twin Cities metro area. 

2. Responsible for the administration, coordination, scheduling and 
marketing of the Twin Cities metro area USTA League program 

(Adult, Mixed and ONE Doubles). 
3. Schedule all flights and levels of play for the Twin Cities metro area 

USTA League program. 
4. Use TennisLink to generate match schedules for each flight.  This 

process involves creating the initial schedule, interacting with 
facilities to resolve conflicts and collect match times, entering the 

data, publishing the final schedule, and notifying captains of 

availability of schedules and other pertinent information. 
5. Track and record corrections and changes to scorecards and 

schedules in TennisLink. 
6. Lead in the recruitment of players and captains as well as the 

education and administration of all rules and regulations. 
7. Coordinate efforts in the development, organization and 

implementation of the Twin Cities Women's Daytime League and  
Championships for all levels and categories of play. 

 
  
 

TennisLink Software 
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1. Oversee the Twin Cities metro area USTA League use of 

TennisLink. 
2. Responsible for the education and training of team captains' use of 

TennisLink. 
 

Adult Competition 
 

1. Assist in developing and implementing new program ideas in the 

areas of social tennis Leagues and events targeted for the 18-39 
year old players.  

 
2. Assist the Director of Adult Competition in the development,    

organization and implementation of the Sectional League  
Championships for all levels and categories of play.  

 
C.  KEY PERFORMANCE INDICATORS: 

1. Increase the number of Twin Cities metro area USTA League 

players in the following areas: Adult, Mixed and ONE Doubles  
2. Increase the retention of existing Twin Cities metro area USTA 

League players in the following areas: Adult, Mixed and ONE 
Doubles. 

3. Establish the presence of social leagues and an 18-39 year old 
player base. 

4. Assist the Director of Adult Competition in set-up and 
implementation of the Sectional League Championships. 

5. To provide exceptional customer service to all Twin Cities metro 
area USTA League participants via phone, email and in person. 

 
 

D.  SUPERVISORY RESPONSIBILITY: 
Section League Championship Site Directors and Volunteers. 

 

E.  INTERNAL RELATIONSHIPS: 
USTA Northern Staff, Sectional League Committee. 

 
F.  EXTERNAL RELATIONSHIPS: 

USTA Staff and Volunteers, USTA Member Organizations, Twin Cities 
metro area USTA League Players, Captains and Coordinators, Vendors, 

Tennis Teaching Professionals, Sponsors, and other USTA Northern 
Partners.  

 

G.  TRAVEL DEMANDS: 

Required – Travel throughout greater Twin Cities metro area for 
meetings and events.    
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Possible – Limited travel within the states of MN, ND, SD and 
northwestern WI, some travel outside of USTA Northern region for 

USTA Staff Training, National League Championships, and other events 
as budget allows.  

 
H.  QUALIFICATIONS: 

1. Bachelor’s degree or equivalent experience. 
2. Web application knowledge. 

3. Strong computer skills (Microsoft). 
4. Administrative and organizational skills including multi-tasking and 

the ability to set and achieve goals. 
5. Excellent communication skills, both oral and written. 

6. Strong attention to detail and follow through. 
7. Knowledge of and interest in tennis. 

8. USTA member. 

9. Recommended - Certified tennis teaching professional. 
10. Certified USTA Official and Sectional Referee (within one year of 

start date).   


