
 

Position Title: 
Location: 
Job Classification:  

Member Service Specialist 
Greater Midland Tennis Center 
Part-Time, 15-20 hours/week

 

About the job: The Member Service Coordinator is a front line staff member who is responsible for overseeing the day-to-
day operations of the Welcome Center and delivering professional, member centered customer service to all.   
 

 

Major Job Responsibilities 
- Accurately complete required paperwork including, but not limited to, Welcome Center schedules, Welcome 

Center communications, membership applications, activity registrations, and time cards.  
- Process memberships, program registrations, and take payments.  Process approved refunds and other 

transactions at request of Directors.  Accurately input applicable information into system and reconcile with bank 
deposit at end of day. 

- Maintain inventory and appropriate stock levels for Tennis Center Snack Shop 
- Provide guests with accurate information regarding facility services, programs, schedules, costs, membership, 

policies and all other current events happening in Greater Midland. 
- Set the example by providing friendly, prompt and professional service to all guests within the facility, ensuring 

calls are answered quickly and effectively and facilitating closure to guests concerns.  
- Embrace and demonstrate the values of Greater Midland. 

 
Qualification Requirements 

- Must be 18 years or older 
- High school diploma or equivalent GED required, some college preferred 
- Strong interpersonal skills with ability to multitask in a fast paced environment 
- Basic math and computer skills 
- Must be able to pass an ICHAT background check 
- CPR/First Aid preferred 
- 3-5 years minimum experience in leading a customer service team preferred 

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

 A free premier membership at any of our centers with the ability to upgrade to a family membership. 

 Significant discounts on Greater Midland programs and services. 

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

 Vacation and 401k benefits available based on eligibility requirements. 

 
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: Member Service Specialist Tennis Center 

mailto:resume@greatermidland.org

