
USTA MIDDLE STATES 
POSITION DESCRIPTION 

 
Title:  Digital Marketing Coordinator 
Reports to: Director, Marketing and Communications 
 
The United States Tennis Association (USTA), a not-for-profit organization in Valley Forge, Pennsylvania, 
is the national governing body of the sport of tennis in the United States.  USTA Middle States (MS) is 
one of seventeen sections, comprising the geographic areas of Pennsylvania, Delaware, New Jersey 
(exclusive of a 35 mile radius around NYC) and northwestern West Virginia.  
 
The Digital Marketing Coordinator will creatively design and develop online web site content, including 
social media, and partner with appropriate internal and external resources in the use of digital media for 
USTA Middle States. The focus of this position will include content management, marketing sales and 
branding. 
 
Key responsibilities 

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

2.   Manage the content of the USTA MS section web site utilizing the American Eagle content 
management system. 

3.   Publicize web site content with the design and distribution of bi-monthly e-blasts and e-newsletters. 

4.   Sponsorship sales  

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

6.   Strategize with and educate staff and volunteers on related media projects. 

7.   Think strategically and measure the impact of social media on the overall marketing efforts. 

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

9.   Work with the USTA national marketing department on initiatives as assigned. 

10. Support other project initiatives as required. 

 
Qualifications 

1.   Excellent writing skills, and the ability to use them. 

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

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

4.   Solid knowledge of Photoshop, Adobe Creative Suite and consumer level applications such as Final 
Cut Pro, DVD Studio, iMovie. 

5.   Strong interpersonal communication and sales skills with experience working in a team oriented 
environment.   

6.   Experience with both PC’s and Mac’s as well as photography and video skills. 

7.   High energy and enthusiasm. 

8.   Knowledge of USTA programs and tennis background preferred. 

 
Time Commitment 
Full-time exempt staff member based in the USTA Middle States office in Valley Forge, Pennsylvania.  
Seasonal evening and weekend work required.  Attend meetings, events and workshops as required. 

Send resume and cover letter to servingtennis@ms.usta.com by December 15th. 
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