
 
  

PART TIME FRONT DESK STAFF 

The Denver Tennis Park is seeking applicants for the above position 

General Job Description 
Operate all functions of the desk; assist customers on court reservations, tennis programs, and lessons. Provide exceptional 
customer service.  Members of the DTP work together to advance the organization in support of its mission. 
 
Organization Background & Mission 
The Denver Tennis Park Inc. is a new not for profit 501(c) (3) organization dedicated to serving Denver youth through tennis 
programs that foster whole-child development.. Denver Public Schools and the University of Denver have collaborated with the 
DTP on this project and are primary beneficiaries. Please visit our website to learn more: www.denvertennispark.org.  
 
Responsibilities of Front Desk Staff 

• Willingness to help develop and test efficient front desk practices  

• Provide a positive introduction and overview of the DTP to callers and visitors 

• Greet and assist guests in friendly and professional manner 

• Manage daily business transactions and ensure daily billing is completed and accurate 

• Manage scheduling of courts and facility 

• Ensure facility is neat, orderly, and well-stocked 

• Enthusiastically promote participation in tennis programs; assist guests with equipment instruction 

• Understand and follow departmental policies and procedures  

• Other duties as assigned 
 

Required Qualifications and Skills 

• High school diploma or G.E.D 

• Previous front-desk or administrative experience  
 

Desirable Qualifications and Skills 

• Proficiency in world languages 

• Efficient in Microsoft Office and Outlook 

• Familiarity with Club Automation tennis software 

• Stringing experience 
 

Personal attributes that support success 

• Commitment and passion for the DTP mission 

• Excellent customer service, communication and teamwork skills 

• Dependable, attention to detail 

• Knowledge of and enthusiasm for tennis 

• Ability to multi-task and learn quickly 

• Excellent phone etiquette and verbal communication skills 

• Conflict resolution skills 
 

Facility Location 1560 S. Franklin Street  
Compensation $15.80 hourly 
Hours: 10-35 hours per week; Includes weekends, weekdays, and holidays 
Send Resume, Two References, and Note of Interest to Gabe Vicuna Facility and Office Manager, Denver Tennis Park Inc. 
applications@denvertennispark.org  
 
The Denver Tennis Park is an equal opportunity employer and is committed to building and maintaining a culturally diverse workplace. We encourage women, minorities, individuals with 
disabilities and veterans to apply. All qualified applicants will receive consideration for employment without regard to race, religion, color, national origin, sex, sexual orientation, gender 
identity, age, status of protected veteran, among other things or status as a qualified individual with a disability.   
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