
Position Title: Member Service Specialist 

Department: Welcome Center- Member Services Greater Midland Tennis Center 

Source of Supervision: Welcome Center Manager 

Experience Level: Entry Level 

Hours: 16-20/weekly including weekends, evening, and holidays 

Basic Functions 

Under the direction of the Welcome Center Manager, the Member Service Specialist works to ensure efficiency in dispersing 

program and facility information, class/league/special event registration, membership sales and control, locker rental and control/

routing of incoming telephone calls.  Attention to detail and ability to remain calm during busy periods of time are essential to top 

performance in this position. 

The Member Service Specialist’s position is an at-will and part-time employee. The Member Service Specialist reports to the 
Welcome Center Manager who determines the Member Service Specialist work schedule. 

Qualifications 
1. Ability to communicate professionally to guests and employees.
2. Ability to operate computer hardware necessary to input information such as keyboard and mouse.
3. Ability to type error-free at a minimum rate of 25 words per minute.
4. Ability to use the following types of equipment:  Telephone, credit card transaction verifier, adding machine, computer

printer and communications radio.
5. Ability to perform tasks under occasional stress while maintaining a pleasing image to patrons and employees.

Customer Service Statement 
Our number one goal is to provide outstanding customer service.  Every Tennis Center employee is expected to be: a good listener, 
knowledgeable, friendly, professional, helpful, and willing to go the extra mile. 

We demonstrate the values of caring, honesty, respect, and responsibility as role models in the Tennis Center and the 

community at large. 

How to Apply 

Please review the job description, responsibilities and minimum qualifications. If your skills and experience are a good 

match, please email your cover letter and resume to resume@greatermidland.org or mail to Greater Midland Tennis 

Center, 900 Wackerly Midland, MI  48642.  Please include “Welcome Center Specialist” in the subject line.  

mailto:resume@greatermidland.org

