


       CLASS CODE: 8475A

LOCAL DISTRICT CLASSIFICATION PLAN

CLASS TITLE:  
TENNIS CENTER COORDINATOR

ESSENTIAL FUNCTION:  


Responsible for the overall coordination of the tennis center, ensuring a safe and functional environment and ensuring optimal use of the facility for students and the community.

BASIC REPRESENTATIVE DUTIES:

· Implement all rules and regulations, policies and administrative guidelines as adopted by the Board of Education.

· Fosters good school-community relations by keeping the community aware of and responsible to the tennis center’s programs and availability.

· Organizes and schedules all events at the tennis center.

· Serves as receptionist of tennis center.

· Ensures that the tennis center is a safe and clean environment.

· Oversees the booking and day-to-day schedule of events and maintains an organized calendar so that all faculty and staff are aware of the availability of the tennis center. 

· Maintains web page for booking/scheduling of tennis center and events, as needed.
· Performs regular maintenance on equipment to ensure it is safe, functional, and clean; repairs and performs troubleshooting on all equipment as necessary.

· Responsible for overlal cleanliness of the tennis center in its entirety.

· Assists the principal in oversight of the budget for the tennis center.  Responsible for collecting money for rental and use of facility in accordance with “Redbook” and district guidelines.

· Works with third parties seeking to rent time/space at the tennis center, including working through contracts and Board approval, preparing all equipment necessary, and overseeing the activities.  

· Performs all duties listed aboe and other duties as assiged. 
· Remain at work during the entire workday unless excused by immediate supervisor or designated representative.

· Maintain a professional appearance.

· Incorporate the use of technology in daily tasks.

· Maintain regular attendance.

· Adhere to the professional Code of Ethics.
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KNOWLEDGE AND ABILITIES:


KNOWLEDGE OF:

· Scheduling and record keeping techniques.
· Redbook/bookkeeping protocol.

· District and SBDM policies and procedures.

· Oral and written communication skills.

· Basic website maintenance and computer skills.
· Interpersonal skills using tact, patience and courtesy. 



ABILITY TO:

· Provide information in a clear and understandable manner.

· Work independently with interruptions.

· Receive the public tactfully and courteously.

· Understand and follow oral and written directions.

· Establish and maintain cooperative and effective working relationships with others. 

· Maintain records and files.

· Work confidentially with discretion. 

· Communicate effectively both orally and in writing. 

· Basic math.

EDUCATION AND EXPERIENCE:


Any combination equivalent to:  high school diploma, G.E.D. Certificate or demonstrated progress toward obtaining a G.E.D. as required by Kentucky law; current CPR and First Aid certification.  Background in tennis preferred.
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PHYSICAL DEMANDS: ►
	
	Seldom/Rare
	Occasional

(up to 1/3 of work day)
	Frequent

(1/3 to 2/3 of work day)
	Repetitive

(2/3 or more of work day)

	Standing/Walking
	
	
	
	►

	Sitting
	
	
	
	►

	Handle/Finger/Feel
	
	
	►
	

	Reach/Push/Pull
	
	►
	
	

	Bend/Stoop/Crouch
	►
	
	
	

	Kneel/Crawl
	►
	
	
	

	Climb/Balance
	►
	
	
	

	Lift/Carry  

     (Check Frequency)
	
	
	
	

	►  Up to 10 lbs.
	
	►
	
	

	►  Up to 20 lbs.
	
	►
	
	

	►  Up to 50 lbs.
	►
	
	
	

	►  Up to 100 lbs.
	►
	
	
	

	►  Over 100 lbs.
	►
	
	
	


TERMS OF EMPLOYMENT:

Salary and work year to be established by the Board.

EVALUATION:  Performance of this job will be evaluated in accordance with provisions of the Board’s policy on Evaluation of Classified Personnel.

The statements herein are intended to describe the general nature and level of work being performed by employees assigned to this job classification.  These statements are not intended to be a complete list of responsibilities, duties and skills required of personnel so assigned.  Responsibilities and duties assigned are at the discretion of the supervisor.

____________________________________
 __________________________

Signature





       Date

Print Name

