
Administrative Assistant, Intermountain Tennis Association.  
 
This position is responsible for administrative support of staff and volunteers and for general office 
maintenance including IT support.  
 
Major Duties:  

 Provide Executive Director, Section President and Board with administrative support when 
needed.  Assist with any department that needs extra help for a project or event. 

 Assist with conducting Annual and Semiannual meetings and other events as necessary.  

 Manage, distribute and incoming mail, primary staff to answer incoming phone calls.   

 Generate check requests for office related expenses.  

 Budget for and oversee office equipment, supplies, phone system/phone lines, cell phone use, 
postage use, and office expenses.  Research and purchase new equipment, services and office 
supplies.  Interact with vendors used for the office.  Provide general office maintenance.  

 Oversee upgrades and proper operation of network and related e-mail, Citrix, and Google 
application issues.   

 Maintain computers and application program disks and manuals.  

 Provide training & support for Section staff in reference to equipment, computers, MS 
application, office procedures, USTA online services (TennisLink) or computer programs and 
policies.  Represent issues regarding IT to the USTA IT Help desk. 

 Provide support to District Executive Director’s and their staff concerning IT issues, including 
training and support of USTA applications (TennisLink) and other software. Act as representative 
to national information technology department. 

 Gather data, maintain and archive membership and dashboard reports, Board Minutes, 
Governance Documents, and Volunteer & Staff Directory. Maintain file retention documents as 
required in the file retention policy procedures. 

 Provide dashboard, membership, and special reports as needed by the Section or District. 

 Act as approver for list requests and power user for Membership Datamart system and CTA 
Registration system. 

 Monitor /sanction tournament forms and calendar.   Assist Districts with the sanction process 
and issue billing request for District sanction fees to the Section. 

 
Qualifications: 

 College degree or equivalent work experience 

 Experience with office technology and maintenance 

 Strong computer/technology skills including MS office and Google applications  

 Exceptional organization skills with strong multi-tasking abilities.  

 Exceptional interpersonal and communication skills.  

 Candidate must have the ability to work independently. 

 Tennis experience preferred. 
 
Salary Range:  $30,000 - $40,000; plus full health insurance benefits after first 30 days. 
 
 
 
 
 


