
 

 

 
 
Manager - Registration 
 
Organization Overview:  
Atlanta Track Club is a member-based nonprofit committed to creating a healthy Atlanta through 
running and walking. It delivers world-class events, training programs, and community outreach 
activities to the metropolitan Atlanta area. With more than 30,000 members, Atlanta Track Club 
is the second largest running organization in the United States. In addition to the Atlanta Journal-
Constitution Peachtree Road Race – the largest 10K running event in the world, the Publix 
Atlanta Marathon and Half Marathon, PNC Atlanta 10 Miler, and Invesco QQQ Thanksgiving Day 
Half Marathon and 5K, Atlanta Track Club directs more than 40 events per year. Through the 
support of its members and volunteers, Atlanta Track Club also maintains a number of 
community initiatives including organizing and promoting the Kilometer Kids youth running 
program to metro Atlanta youth, and honoring high school cross country and track and field 
athletes through Atlanta Track Club’s Powerade All-Metro Banquets. 
 
Position Overview: 
This full-time position sits in the Operations & Administration Department and reports to the 
Director. The Manager - Registration is responsible for planning, building and managing all event 
and program registration functions. Additionally, this person will need to have the foresight and 
awareness to anticipate and plan for unforeseen challenges and adapt to changing 
environments. Ability to multi-task is a must for this position.  
 
The individual who accepts this role should have experience in data management, customer 
service and preferably, but not required, the endurance sports industry. The duties for this 
position will include a wide range of key activities that require strong attention to detail, 
excellent communication skills and ability to problem solve. Additionally, this individual must be 
willing to work weekends, evenings and holidays.  
 
Responsibilities Include: 

 Oversee registration operations for all events/programs including building registrations 
via haku, ordering race numbers, timing tags, corral planning and race number 
assignments, packet preparation and number pick up operations. 

o Establish and manage full process for launching and maintaining registration for 
the Atlanta Journal-Constitution Peachtree Road Race.     

o Provide support to 125,000+ registrants throughout the year. 

 Ensure all registrations are operational and provide users with a positive, user-friendly 
experience. 



 Manage quality assurance functions including effectively setting and communicating all 
deadlines and functional specifications for each listing and obtaining final approvals prior 
to launch from key cross-department team members. 

 Lead planning on all race number pickups including planning sessions, supervision of site 
set-up, race number pickup operations, volunteers and staff.  

 Collaborate with event managers/merchandise manager to ensure merchandise and 
award inventory controls are monitored, maintained and current.  

 Work with, maintain and develop current relationship with timer by continuing to 
develop and document comprehensive timing plans for all events. 

o Manage data for the event, race number assignment, race day timing functions, 
posting results on website,  post-race management of timing inquiries and errors, 
finalize results after event and distribution of post-event awards. 

 
Minimum Job Qualifications 

 Race registration and/or database management experience preferred 

 Understanding of race timing preferred 

 Proven success in event management 

 Strong computer skills including excel proficiency 

 Strong communication and customer service skills 

 Must be a self-starter and possess the ability to work both independently and as part of a 
team  

 Expertise in handling multiple tasks, highly organized, efficient, detail oriented and 
possess superior time-management skills 

 Excellent problem-solving, decision making and interpersonal skills 

 Flexibility in schedule  

 Creativity and passion for the Club’s mission 

 Reliable transportation 
 
Physical Requirements: 

 Position requires considerable walking and standing up for long periods of time  
 Position requires keyboard use and repetitive hand motion. 
 Position requires lifting and carrying up to 25 pounds at times. 

Compensation & Benefits:  

 Salary Range: $60,000 to $70,000 based on experience.    

 Fully funded healthcare 

 401(k) retirement benefits 

Interested candidates should email resume and cover letter to careers@atlantatrackclub.org. No 
phone calls please. 
 


