
 
 
Job Title:  Program/Community Outreach Coordinator 
Summary:  Manage and ensure program quality and efficiency in the daily operations of AYTEF’s after 
school and summer programs.  Oversee the day-to-day operations including administrative functions, 
program functions, program development and grant reporting responsibility.  Manage on-court staff, 
ensuring high quality and efficient program planning and implementation.   
 
Report to:  Executive Director 
 
Responsibilities: 

 Exercises independent judgment and discretion to manage, plan, implement and organize all 

(daily, weekly, monthly & annual) program activities and operations.  

 Assists AYTEF with securing programming at current and/or prospective sites. 

 Designs and coordinates an effective system to ensure all programs and events are being carried 

out according to the needs of the community and in accordance with AYTEF and other 

applicable guidelines. 

 Helps recruit, screen, and/or select on-court staff and coaches. 

 Evaluates on-court staff to ensure they are effectively delivering tennis programs and 

instruction. 

 Oversees all special event activities relating to programs. 

 Ensures all communication to program staff, program participants, parents and community 

relationships is carried out in a professional, timely, and efficient manner. 

 Maintains a strong relationship with the public, civic groups, and other community-based 

organizations. 

 Prepares programmatic aspects of grant proposals and reports as needed. 

 Enforces all the facility rules and regulations governing the use of the facilities. 

 Inspects the courts/facility on regular basis-reports any damage or repairs needed.  

 Assists AYTEF with tracking data and progress regarding program participants. 

 Provides status updates and other information regarding programs to the Executive Director 

and/or the Board, as requested. 

 Demonstrates an understanding of and acts consistent with AYTEF’s values. 

 Performs other related duties as assigned, needed, or apparent 

 Requires working a flexible schedule in accordance with youth tennis programming, which may 

include evenings, weekends, and occasional holidays. 

 
 



Skills: 

 Two years' minimum tennis and youth coaching experience and the ability to work effectively 

with youth, staff and the public. 

 Desire to grow programs through outreach to a range of current and prospective users. 

 Demonstrated ability to clearly communicate ideas, recommendations, instructions and 

explanations both orally and in writing. 

 Ability to develop impactful relationships with students and families while maintaining 

professional boundaries. 

 Infectious enthusiasm for sports and fitness and the ability to motivate and engage students of 

all ability levels, on and off the tennis court.   

 Proven ability to demonstrate exceptional customer service skills. 

 Proficient in Microsoft Office and social media. 

Ability to: 

 Plan, organize and develop effective programming. 

 Demonstrate experience in organizing a range of tennis activities to meet the needs and 

demands of a diverse youth tennis community. 

 Work effectively with supervisors, staff, teaching pros, and the public. 

 Demonstrate long-range planning skills. 

 Clearly communicate both orally and in writing. 

 Work independently and adapt in a changing workplace. 

 Maintain confidentiality of records and information. 

Other requirements: 

 Must have reliable transportation, as position requires travel to AYTEF program sites located 

near downtown, Westside of downtown and the South Fulton area. 

 Must be punctual. 

Education:     

 Bachelor’s Degree required 

 Bi-lingual (English/Spanish) desired 
 
 
 
 
 
 
To apply for the position, submit resume and cover letter to Kristina Felton, Executive Director, at 
kristina@ustaatlanta.com.  Please highlight specifics on why you are a good candidate for the position 
and why you are passionate about youth development through the sport of tennis. 
 
Only qualified applicants will be contacted.  Please no phone calls. The position will remain open until 
filled.   
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