 

	Job Title:   Administrative Assistant to the Tennis Director                                              
	Department:  Tennis                          

	Reports To:  Tennis Director
	Status:  Non-Exempt                                               


JOB SUMMARY

The Administrative Assistant provides support to the Tennis Director by producing reports, maintaining a filing system and performing several other administrative duties and projects.
ESSENTIAL DUTIES AND RESPONSIBILITIES
· Prepares reports in Excel software

· Develops and maintains filing system

· Prepares letters and memos as needed

· Assists Tennis Director with marketing efforts as well as all areas of the tennis department

· Other duties as assigned
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES
· Knowledge of tennis programs

· Excellent written/verbal communication skills

· Organizational skills

· Strong attention to detail
· Ability to work independently
· Ability to multi-task

· Proficiency with MS Word, MS Excel, Internet

REQUIRED EDUCATION, CERTIFICATIONS AND EXPERIENCE

· Must have experience as an administrative assistant

· Some college preferred

· CPR, First Aid, and AED certifications (must be obtained within 60 days of hire)
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