
East Metro Tennis Association 
By-Laws 

Appendix A 
Volunteer Job Descriptions 



Volunteer Position Description 

Position Title: President 

Goal of Position: Ensures an efficient and effective accomplishment of the 
goals and objectives of EMT A consistent with the By-Laws. 

Responsibilities of Position: 
1. Presides over monthly Board of Directors meeting. 
2. Plans, organizes and directs the activities of EMT A. 
3. Provides orientation to new EMT A Board members. 
4. Coordinates, facilitates and staffs all functions and activities to accomplish the 
goals and objectives of EMT A. 
5. Coordinates with and supports local community activities and organizations 
that complement or contribute to the EMT A mission. 
6. Supports and nurtures a tennis environment that grows the tennis community 
in numbers and quality. 
7. Executes legal instruments, checks, deeds, and other official documents as 
authorized by the Board of Directors, cosigns with treasurer on all checks. 

Training Provided: Training is informally provided by the previous 
president and other experienced officers. Previous comparable and related 
experience is required. 

Term: two years 
Estimated hours per week/month - 5 - 7 hours per week. 

Qualifications : 
1. Tennis player and enthusiast with relevant executive experience. 
2. Member of EMTA community with good working and social relationships. 
3. Computer skills highly desirable. 
4. Time and commitment to do the job. 



Benefits~ 

1. Satisfaction of contributing to a sport and a community that one appreciates 
and enjoys. 
2. Comrade and fellowship of working and playing with other people who are 
improving our tennis community through their personal efforts. 



Vo\unteer Position Description 
Position Title: Vice President 

All Board Members serve as Staff Contacts, advisors and confidants to the 
president. The EMT A membership effectively serves as the president's 
supervisor through their participation and satisfaction. The president is 
responsible to the EMT A membership directly and through the Board members. 

Goal of Position: The Vice President provides leadership to the EMTA Board of 
Directors in the absence of the President. The Vice President is also responsible 
for leading strategic planning activities and other special projects. Responsible 
for researching and applying for grants and completing grant accountability 
forms. 

Responsibilities of Position: 
1. Attend monthly EMTA Board of Directors meeting. 
2. Perform all the duties of the President in the President's absence with full 
authority of that office. 
3. Responsible for developing and maintaining CTA (Community Tennis 
Association) strategy. 
4. Coordinates with individual Directors and the Board as a group to develop 
annual goals for EMT A. 
6. Provides leadership/incubator for new EMTA functions, services, and 
programs i.e. Youth Program during such program's initial implementation. 
7. Evaluates the success of new programs and provides recommendation to 
board for further roll out. 
8. Assists other directors as required. 
9. Complete grant applications and grant accountability forms with input from 
other board members 

Training Provided: From current president, USTA GA 
Term: 2 years 
Estimated hours per week/month 4-6 
Qualifications: 
1. Member of EMT A 
2. Organizational skills 
3. Leadership skills 
4. Written and verbal communication skills 
5. Experience writing for grants is beneficial 
Benefits: 
1. Ability to participate in and influence the direction of a community oriented, 
volunteer organization. 
2. Experience in strategy development 
3. Leadership experience 



Volunteer Position Description 
Position Title: Treasurer 

All Board Members serve as Staff Contacts, advisors and confidants to the 
president. The EMTA membership effectively serves as the president's 
supervisor through their participation and satisfaction. The president is 
responsible to the EMT A membership directly and through the Board members. 

Goal of Position: The Treasurer insures that all funds/assets of EMTA are 
properly handled, accounted for and disbursed in a manner that is to the best 
interest of EMTA and its membership. 

Responsibilities of Position: 
1. Attend monthly EMTA Board of Directors meeting. 
2. Custodian of all EMT A funds and assets. 
3. Makes deposits of all funds. 
4. Provides copies of the record of the Budget Committee meetings to the 
Secretary. 
5. The Treasurer works with the Directors to establish their budgets. 
6. Keeps and maintains adequate and correct records of EMTA's business 
transactions including accounting of assets, liabilities, receipts, disbursements, 
gains and losses. 
7. The Treasurer shall ensure that EMTA retains its status as a 501 C, not for 
profit organization, and that all tax matters are performed in a timely and correct 
fashion, especially the filing of the required tax returns or other docun:ientation 
requested by the IRS. 
8. Disburses funds in accordance with the approved budget or as directed by the 
Board of Directors, keeping proper receipts for disbursements. 
9. Produces financial records monthly or when requested by the Board of 
Directors. 
10. Provides monthly report of financial status and tracking to budget to Board of 
Directors. 
11. Prepares any financial statements to be included in any report, grant 
application, grant accountability reports etc. in cooperation with the Vice 
President. 
12. Collaborates with the other Board Members and Directors, to develop annual 
budget. 
13. Maintains Corporation Registration with Secretary of State's office. 
14. Manages bank account to insures that EMTA records and bank records are 
in agreement. 
15. File tax reports for state/federal returns, by the required deadlines. 
16. Cosigns along with the President on all checks. 

Training Provided: Current President and Vice President. USTA Georgia 
leaders. 



Term: 2 Years 
Estimated hours per week/month 4-6 
Qualifications: 
1. Member of EMT A 
2. Bookkeeping or accounting skills - Quick Books 
3. Computer skills 
4. Organizational skills 
Benefits: 
1. Ability to participate in and influence the direction of a community oriented, 
volunteer organization. 
2. Experience in developing and managing a budget 



Volunteer Job Description 
Position Title: EMTA Board Secretary 

All Board Members serve as Staff Contacts, advisors and confidants to the 
president. The EMT A membership effectively serves as the president's 
supervisor through their participation and satisfaction. The president is 
responsible to the EMTA membership directly and through the Boar~ members. 

Goal of Position: Maintain the non-financial records of the organization, to 
include minutes, calendar and other records deemed necessary by the Board. 

Responsibilities of Position: 
1. Distribute Board Meeting notices and secure meeting room (may require 
obtaining key). 
2. Compose and distribute Board Meeting minutes and any special meeting 
minutes. 
3. Keep file of minutes for historical reference. 
4. Maintain and track action item list. 
5. Maintain and publish EMTA calendar of events. 
6. Maintain By-Laws. 
7. Exhibit records on request. 

Training Provided: Orientation from Board President and past Secretary, GA 
USTA conferences and when available and economically feasible. 

Term: 2 years 
Estimated hours per week/month 4-6 

Qualifications: 
1. Computer skilled 
2. Writing skills 
3. Responsible person, keeps track of actions and follows up 
4. Member of EMT A 

Benefits: 
1. Ability to participate in and influence the direction of a community oriented, 
volunteer organization. 



Volunteer Position Description 
Position Title: Website Director 

Goal of Position: To develop and maintain a website that promotes EMTA and 
its activities and provides a tool for two way communication with EMTA 
membership. 

Responsibilities of Position: 
1. Attend Monthly EMT A Board meetings and other special meetings as 
necessary 
2. Maintain Website 
- create new links as necessary 
- Update/add/delete EMTA status reports, tennis league info, committee 
activities, etc. 
- update/add/delete sponsor information 
- update member statistics twice a year 
- add/delete photos 
- update board member page 
- add latest newsletter 
- update/add/delete informal groups page 
- maintain league signups, yearly renewals, and information update 
pages 
3. Develop new ways for EMTA to use its website as a tool to meet its goals 

Term: 2 years 
Estimated hours per week/month: 3-4 

Qua I ifications: 
1. Web development capabilities 
2. Member of EMT A 
Benefits: 
1. Ability to participate in and influence the direction of a community oriented, 
volunteer organization. 
2. Web development experience 



Position Title: Local League Coordinator {LLC) 

EMTA will submit names for Local League Coordinators of the Adults, Juniors, lOU and 8U as to 

the State League Coordinator (SLC). The League Coordinators will report to both their CTA as 

well as the SLC. Both the CTA as well as the USTA Georgia Committee have the authority to 

remove the LLC. 

Goal of the Position: Facilitates league organization and development. 

Responsibilities of Position: 

1. The local league coordinator coordinates and supervises all USTA Team Tennis activities at 

the local level. 

2. Publish a calendar for the coming league year, including roster due dates, beginning and 

ending dates for local play, playoff dates, state and sectional championship dates, add-on 

deadline, Calendar must be submitted to the SCL for approval. 

3. Develop and submit all local rules to the SLC before distribution to players to avoid conflict 

with national, sectional. and state rules. 

4. Distribute National., Sectional, and Georgia rules to captains. 

5. Develop marketing plan to recruit and retain Tennis participants. 

6. LLC is responsible for ensuring all eligibility requirements are met by each player: Age, 

membership, and rating. 

7. Organize and lead committees to implement programs Adults, Junior tennis, QuickStart 10 

and Under and 8 and Under. 

8. Conduct tennis programs in conjunction with USTA and apply for grants where appropriate. 

9. Develop, with Treasurer and EMTA board budget for tennis programs and manage as 

determined. 

10. Liaison with Community Recreation Directors and local schools. 

Training Provided: From USTA Georgia, EMTA Board, Previous League Coordinator when 

available. 



LLC - Continut.ecl 

Qualifications: 

1. Strong organizational skill. 

2. Excellent oral and written communication skills. 

3. Thorough understanding of the USTA. 



Pos\t\on T\t\e~ Junior Loe.al League Coordinator (JLLC} 

EMTA will submit names for Local League Coordinators of the Adults, Juniors, 10U and 8U as to 

the State League Coordinator (SLC). The League Coordinators will report to both their CTA as 

well as the SLC. Both the CTA as well as the USTA Georgia Committee have the authority to 

remove the LLC. 

Goal of the Position: Facilitates league organization and development. 
Responsibilities of Position: 

1. The local league coordinator coordinates and supervises all USTA Team Tennis activities at 

the local level. 

2. Publish a calendar for the coming league year, including roster due dates, beginning and 

ending dates for local play, playoff dates, state and sectional championship dates, add-on 

deadline, Calendar must be submitted to the SCL for approval. 

3. Develop and submit all local rules to the SLC before distribution to players to avoid conflict 

with national, sectional. and state rules. 

4. Distribute National., Sectional, and Georgia rules to captains. 

5. Develop marketing plan to recruit and retain Tennis participants. 

6. LLC is responsible for ensuring all eligibility requirements are met by each player: Age, 

membership, and rating. 

7. Organize and lead committees to implement programs for Junior TeamTennis. 

8. Conduct tennis programs in conjunction with USTA and apply for grants where appropriate. 

9. Develop, with Treasurer and EMTA board budget for tennis programs and manage as 

determined. 

10. Liaison with Community Recreation Directors and local schools. 

Training Provided: From USTA Georgia, EMTA Board, Previous League Coordinator when 

available. 

Qualifications: 

1. Strong organizational skills. 

2. Excellent oral and written communication skills. 

3. Thorough understanding of the UST A. 



Position l\t\e: President Emeritus 

Goal of Position: Ensures an efficient and effective accomplishment of the goals 

and objectives of EMTA consistent with the By-Laws. 

Qualifications: Previously served as EMTA President and finished the position in 

good standing with USTA and EMTA Board. 

Responsibilities: 

1. Assists the new EMTA President in learning the responsibilities and duties of 

the job. 

2. Attends EMTA meetings. 

3 Provides consultation in all areas as needed by the Board and as he/she deems 

will contribute to the EMTA mission. 

4. Supports and nurtures a tennis environment that grows the tennis community 

in numbers and quality. 

5. Facilitates as necessary regarding communication between community and 

EMTA. 

Estimated hours per week: 3-5 



Position Titla: 10U QuickStart Coordinator 

Goal of the Position: Help provide opportunities for kids to participate in 

QuickStart matches. 

Responsibilities of Position: 

1. Work with EMTA and Junior League Coordinator to facilitate QuickStart seasons. 

2 .. Keep current with the developments of USTA's QuickStart format. 

3. Develop parent volunteers group to oversee QuickStart matches. 

4. Assist with making contacts between community, facilities and PATA when it is determined 

that a workshop would enhance the QuickStart programs. 

5. Liaison with Community, Recreation Directors, Facility Managers, tennis professionals and 

local schools. 

6. Attend EMTA meetings. 

Training Provided: From USTA Georgia, EMTA Board, Previous League Coordinator when 

available. 

Qualifications: 

1. Organizational skills. 

2. Written communication skills. 

3. Understanding of USTA and QuickStart format. 



?o~\t.\on -nt\e·. Spec.\a~ Events Coordinator 

Goal of Position: To assist the EMTA Board in developing and carrying out special 
events to promote and grow tennis in keeping and maintaining the EMTA mission. 

Qualifications: 
Creative, Enjoys organizing events and working with people. 
Good Communication Skills. 

Responsibilities of Position: 

1. Attend EMTA Board meetings. 
2. Assist EMTA Board with developing and carrying out several special tennis 
events per year. 
3. Maintains relationships with local tennis professionals and facilities in order to 

co-sponsor events to grow tennis and the community's awareness of local 

available opportunities for competition. 
4. Develops committees of volunteers when needed to carry out events in an 
orderly and timely manner. 
5. Works closely with Public Relations Manager in order to promote awareness of 
events. 

Estimated Hours Per Week: 3-5 



Position Tit\e: Pub\ic Re\ations Director 

Goal of Position: To assist the EMTA Board in developing and carrying out 
activities to increase community awareness of EMTA, its mission, events and 
programs. 

Qualifications: 
Enjoys working with people. 
Good Communication Skills. 
Creative. 

Responsibilities of Position: 
1. Attend EMTA Board meetings. 

2. Develop and maintain a relationship with local newspapers, community 
magazines, local radio, TV (cable) station neighborhoods and schools to 
communicate EMTA's mission, events and programs. 
3. Oversee the communications regarding reporting special events, submii:ting 
articles, pictures and press releases for EMTA to arms of public information. 
4. Coordinates promotions for special events, assists League Coordinators with 
announcements of upcoming leagues and tournaments. 
5. Assists with keeping Facebook, Twitter, Website and E-mail current. 

Estimated Average Hours Per Week: 3-5 



Position Title: Adult Local League Coordinator (LLC) 

PAT A will submit names for local League Loorama1.or!:> u\ \.\ie f\duh~ \o \'r.c Stut~ l'i?.a'f,V.e 

Coordinator (SLC). The League Coordinators will report to both their CTA as well as the SLC. 

Both the CTA as well as the USTA Georgia Committee have the authority to remove the LLC. 

Goal of the Position: Facilitates league organization and development. 

Responsibilities of Position: 

1. The local league coordinator coordinates and supervises all USTA Team Tennis activities at 

the local level. 

2. Publish a calendar for the coming league year, including roster due dates, beginning and 

ending dates for local play, playoff dates, state and sectional championship dates, add-on 

deadline, Calendar must be submitted to the SCL for approval. 

3. Develop and submit all local rules to the SLC before distribution to players to avoid conflict 

with national, sectional. and state rules. 

4. Distribute National., Sectional, and Georgia rules to captains. 

5. Develop marketing plan to recruit and retain Tennis participants. 

6. LLC is responsible for ensuring all eligibility requirements are met by each player: Age, 

membership, and rating. 

7. Organize and lead committees to implement programs Adults. 

8. Conduct tennis programs in conjunction with USTA and apply for grants where appropriate. 

9. Develop, with Treasurer and PATA board budget for tennis programs and manage as 

determined. 

10. Liaison with Community Recreation Directors. 

Training Provided: From USTA Georgia, PATA Board, Previous League Coordinator when 

available. 


