
 
Position Title: Communications Assistant/Member Service Specialist  
Location: Greater Midland Tennis Center 
Job Classification: Full-Time, Non-Exempt 
 
About the job: Under the direction of the Executive Director and in partnership with Marketing & Communications 
department, the Tennis Center Communications Assistant is responsible for enhancing the identity of the Tennis Center 
across all areas (print, digital, signage, photography, etc.) within brand guidelines established by Greater Midland’s 
Marketing & Communications Department. This postion will spend 20 hours/week at the front desk, 20 hours a week in 
the communications and marketing role. 

 
Major Job Responsibilities: 

 Working in coordination with the Tennis Center and Marketing teams to develop, schedule, write and crate 
content for social media, website, signage, newsletters, marketing materials and other creative materials as 
directed. 

 Communicating in a professional, but unique social media “voice” directly aligned with Greater Midland’s 
thought leadership. 

 Executing all social media activities (i.e. posting, tweeting, sharing, engaging, liking, increasing social reach and 
building meaningful connections, etc.) under the direction of the Executive Director and in partnership with 
Marketing & Communications department. 

 Taking the initiative to solve creative problems, enhance the Greater Midland brand and improve the member 
experience. 

 Maintaining storage of electronic flies; orders materials to ensure supplies for project completion; acts as 
photographer for the Tennis Center. 

 Bringing new creative ideas to the table.  

 Consistently demonstrating leadership behaviors aligned with Greater Midland’s values.  

 
Qualifications:  

 Bachelor’s degree (or 1-2 years’ equivalent work experience) in Marketing, Communications, Public Relations or 
related field. 

 Experience implementing and maintaining multi-faceted projects like marketing plans, email campaigns, direct 
mail programs and initiatives. 

 Social media management and website experience. 

 Strong writing and proofreading skills. 

 Intermediate to advanced computer skills (MS Office –Word, Excel, PowerPoint, Outlook) with graphic design 
software experience preferred.  

 Strong attention to detail. 

 Excellent organizational and multitasking skills. 

 Excellent written and verbal communication skills. 
 

Benefits: As a full-time employee of Greater Midland you receive: 

 A free family premier membership at any of our centers. 

 Significant discounts on Greater Midland programs and services. 

 25% off childcare and day camp for the employees’ child or dependents at all centers. 

 Health Insurance, Vacation, holidays, sick leave, 401k benefits, life insurance, AD&D and long-term disability.  

 
About Greater Midland: In 1919, the Midland Community Center opened its doors to the community, offering a 
gymnasium, bowling alley and meeting rooms. For over 90 years, Greater Midland has responded to the changing needs 



of a dynamic community, growing in physical size, locations and the number of services they provide to their members. 
In 2015, the 501c3 underwent a brand change to unify its nine operating units serving Midland County, becoming 
Greater Midland. 
 

How to Apply: If you feel your skills and experience are a match for this position please email a resume to 
resume@greatermidland.org with a subject line: Communications Assistant/Member Service Specialist.  
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