
Cleary University Head Tennis Coach, 
Livingston Campus: Howell, MI

POSITION SUMMARY:  Direct and manage all aspects of United States Collegiate Athletic Association (USCAA) tennis 
program.  Coach, monitor and develop recruiting programs; supervise activities; maintain academic integrity of program; coordinate 
team fundraising; operate program within NAIA and University guidelines; demonstrate commitment to University mission and core 
values; participate in public relation activities; assist with scheduling of games.

Qualifications:  Associates degree required; Bachelor’s degree preferred. Successful background on high school and or collegiate 
level as an athlete and a coach is required; head coaching experience preferred. Thorough knowledge of recruiting practices and 
NAIA regulations required.  Previous experience with budgetary procedures and program management and strong communication 
skills are necessary.

CHARACTERISTIC DUTIES AND RESPONSIBILITIES:
 Manage and coordinate all recruiting activities to generate new student athlete leads and eventual enrollment  
 Monitor student-athlete’s eligibility requirements during the season and throughout the entire academic year
 Schedule, manage, and supervise all practices, training sessions, games, and events 
 Prepare and report season summary of all awards, team and individual records at the conclusion of the softball season
 Responsible for all equipment in his/her sport.  To include a complete inventory of equipment ordered and used during the 

season
 Participate in “best-practice sharing” with other athletic and recruitment staff
 Attend Cleary University events, promote the university and generate student athlete enrollment and participation
 Maintain thorough knowledge of all academic programs, admissions requirements and processes, as well as knowledge of 

available financial assistance, guidelines and policies
 Coordinate team fundraising activities
 Achieve lead generation, application and new student-athlete enrollment goals
 Attend meetings and training seminars as directed
 Other duties as assigned 

SUPERVISES: Graduate Assistant and/or Student Workers

SUPERVISED BY: Director of Athletics

MINIMUM  REQUIREMENTS:
 Associate’s degree required 
 Experience in high school or college level head coaching or equal experience in sport
 CPR and first aid training preferred
 Ability to set and obtain short- and long-term goals with measurable results
 Ability to work well in a team environment
 A flexible schedule to accommodate evening and weekend hours
 Must be organized, highly motivated and solution-oriented with a high degree of integrity, ethics and dedication to the 

mission of the University
                                                                                                                                                           
EMPLOYMENT  CLASSIFICATION:  Part-Time     
AVAILABLE: 9/1/2016


