
 

 

Manager- Registration & Customer Relations 

Atlanta Track Club is a nonprofit committed to creating an active and healthy Atlanta. Through running 

and walking, Atlanta Track Club motivates, inspires and engages the community to enjoy a healthier 

lifestyle.  With more than 28,000 members, Atlanta Track Club is the second largest running organization 

in the United States.  In addition to the AJC Peachtree Road Race – the largest 10K running event in the 

world, the Publix Georgia Marathon and Thanksgiving Day Half Marathon, Atlanta Track Club directs 

more than 30 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 All-Metro Banquets. 

Reporting to the Events Director and working under the direction of the Manager of Data & Timing 

Technology, the Manager of Registration & Customer Relations is a full time role that focuses on the 

launch and management of all event registrations while also executing all event race number pick-ups.  

The person who accepts this role must have experience in the running industry and believes that 

running and walking can be used to positively impact health and wellness.  The job duties for this 

position will cover a wide range of key activities that require strong attention to detail, ability to work 

under deadlines, excellent communication skills, ability to problem solve and both external and internal 

customer-focused service skills.  The key functions for this job are as follows: 

Responsibilities include:  

 Establish and manage full process for launching and maintaining registration for 40+ events 
annually.  Ensure all registrations are operational and provide users with streamlined 
experience.  Manage quality assurance functions, effectively communicate all deadlines and 
functional specifications for each listing and obtain final approvals prior to launch from key team 
members. 

 Execute all race number pick-ups including supervision of site set-up, race number pick-up 
operations, volunteers and staff. 

 Manage pre-planning process of race number pick up with external stakeholders. 

 Maintain exemplary customer service.  Answer inquiries daily and ensure all inquiries and 

communications are returned and documented. 

 Responsible for maintenance of registration technology, including computers and aircards. 

 Develop a maintenance plan, establish process for periodic equipment checks and ensure all 

equipment is functioning and available on race day.  



 Collaborate with merchandise manager to ensure inventory controls for runner shirts are up-to-

date, proactively communicate on inventory sell-out status across staff, and manage physical 

shirt organization and distribution at events 

 Provide critical FAQs for front office staff on all events and subsequent changes made post event 

launch 

 Create, edit and maintain webpages for events.  Ensure all details are posted accurately and in a 

timely manner and cross-referenced with other departments and materials. 

Minimum Job Qualifications 

 College Degree. 

  3-5 years database management experience, advanced Excel skills and running industry 
registration system experience.   

 Proven record of customer relations experience. 

 Strong knowledge or understanding of running industry. 

 Race timing experience preferred. 

 Ability to make key decisions under pressure and respond proactively to problems with viable 
solutions. 

 Excellent communication skills, written and verbal are necessary. 

 Proficiency in MS Office and email marketing platforms (iContact, Constant Contact, Mail Chimp 
or comparable services) 

 Must be a self-reliant, driven personality who thrives in a fast-paced environment. 

 Strong attention to detail. 

 Positive, can-do attitude, passionate about the mission of Atlanta Track Club and willing to jump 
in to support Club activities as needed. 

 Flexibility in schedule with the ability to work holidays, weekends and evenings at all Atlanta 
Track Club events as needed.  

 Ability and willingness to lift heavy objects as part of loading and unloading process at events.  

 

Please send a resume and cover letter to careers@atlantatrackclub.org. No phone calls. 
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