
USTA MIDDLE STATES 
POSITION DESCRIPTION 

 
TITLE:  MARKETING and COMMUNICATIONS COORDINATOR 

  Reports to Senior Manager Communications and Marketing 
 
MAIN RESPONSIBILITY 

Market our tennis product by developing and implementing marketing campaigns through a communication 
pathway.  The focus will include content management, social media strategy and delivery, and development 
of marketing resources. 
 
KEY RESPONSIBILITIES 
 

 Create an awareness and interest in tennis programs, and ensure the successful implementation of 
marketing through online outlets. 

 Manage the content of the USTA MS section’s website presence on usta.com. 

 Publicize website and blog content to internal and external customers with the design and 
distribution of bi-monthly e-messaging, connecting with our six district representatives. 

 Coordinate all social media outlets such as Facebook, Instagram, Twitter, etc., and assist in 
contributions to the MS Blog. 

 Create graphics required for web site, online advertising and social media. 

 Strategize with and educate staff and volunteers on related marketing projects. 

 Assist in the creation of collateral materials for promotion of USTA programs and Middle States 
events including the Middle States Awards and Hall of Fame, and in the content for NetPlay 
magazine. 

 Assist in the planning and coordination of webinars for all departments 

 Manage resource inventory and develop creative means of distribution. 

 Promote USTA MS events, programs and membership through presence at events. 

 Work with the USTA national marketing department on initiatives as assigned and serve as liaison 
to the national Awards Committee. 

 Support and mentor interns. 

 Serve as staff liaison to Middle States Committees as assigned. 

 Serve as a department liaison for the Middle States CTDW. 

 Support other project initiatives as required. 
 
QUALIFICATIONS 

 Knowledge of USTA programs and tennis background preferred. 

 Excellent graphic design and marketing skills, and experience in successful implementation. 

 Self-motivation and the ability to understand our customers and market trends. 

 College degree required.  At least three years experience with exposure to content management 
and digital media related discipline. 

 Solid knowledge of Adobe Creative Suite programs and consumer level applications. 

 Experience with both PC and Macintosh computer technology programs and with photography / 
video editing skills  

 High energy and enthusiasm with experience working in a team environment. 
 
Time Commitment 

Full-time exempt staff member based in the USTA Middle States office in Valley Forge, Pennsylvania.  
Seasonal evening and weekend work required.   


