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Job Description

Job Title: Health Careers Program Coordinator	
Department: Workforce Training
Division: Workforce Education	
Location: Workforce Training Center	
Reports To: Health Occupations Manager	
Pay Grade: P05	
FLSA Status: Exempt

SUMMARY 
Under the direction of the Health Occupations Manager, the Health Careers Program Coordinator provides operational, project, administrative, and programmatic support for Health Careers workforce training programs. This position coordinates student enrollment and success activities, instructional and clinical operations, healthcare industry partnerships, program data and reporting, compliance activities, and workforce outreach initiatives. The coordinator serves as a key liaison among students, instructors, clinical partners, employers, and community stakeholders to support program quality, regulatory compliance, enrollment growth, and student success while advancing the mission and strategic goals of the Workforce Training Center and the college.

Essential Duties and Responsibilities
This list includes, but is not limited to the following: 

· Coordinates day-to-day Health Careers program operations, including scheduling, logistics, communications, project timelines, deliverables, documentation, tracking systems, instructor schedules, classroom assignments, and operational support to instructors. 
· Supports implementation of strategic initiatives, program improvement efforts, advisory committee recommendations, continuous improvement activities, and departmental planning through project coordination, data reporting, and stakeholder collaboration.
· Coordinates student enrollment, onboarding, orientation, retention, and student success activities; monitors enrollment trends and supports enrollment growth.
· Maintains student records including attendance, completion plans, grades, certifications, and outcome data.
· Assists with student disciplinary processes and completion plans under the direction of the Health Occupations Manager.
· Coordinates classroom preparation, instructional materials, equipment, supplies, and technology needs; occasionally travels by vehicle to support satellite locations.
· Coordinates clinical onboarding, rotation scheduling, placement requirements, and communication among students, instructors, and clinical partners.
· Coordinates engagement and communications with healthcare employers, clinical partners, advisory board members, and community stakeholders; supports relationship management, meeting coordination, affiliation agreements, partnership documentation, and program records.
· Collects, maintains, analyzes, and reports program data, performance metrics, enrollment information, student outcomes, workforce impact measures, and other information necessary to support compliance and program effectiveness. 
· Assists with compliance activities related to Career and Technical Education (CTE), Idaho Nursing Assistant requirements, apprenticeship programs, and other regulatory requirements.
· Supports recruitment, outreach, marketing, community engagement, workforce development, employer outreach, and industry needs assessment activities designed to support enrollment growth, program planning, and workforce alignment.
· Maintains departmental records and supports purchasing, budget tracking, inventory management and procurement of instructional and clinical resources.
· Participates in departmental meetings, planning activities, professional development opportunities, and college initiatives.
· Develops an understanding of and maintains a commitment to the mission of the community college.
· Maintains a positive, helpful, constructive attitude and work relationship with supervisor, college staff, fellow instructors, students, and the community.
· Maintains availability to work some evenings and weekends, as needed.
                                                                       
REQUIRED MINIMUM QUALIFICATIONS 
The requirements listed below are representative of the minimum qualifications necessary for an individual to satisfactorily perform each essential duty and be successful in the position. Reasonable accommodations may be made to enable individuals with disabilities to perform the duties. 

Education and Experience
Bachelor’s degree and three years of full-time equivalent experience in program or project coordination, or equivalent combination of education and experience. Experience coordinating workforce development, healthcare education or administration, apprenticeship, credentialing, or related training programs preferred. Experience collecting, analyzing, and reporting data and administering or writing grants preferred. 
 
[bookmark: _Hlk54003472]Certificates, Licenses, Registrations
Valid driver’s license required.
Certified Program Planner (CPP) certification or ability to obtain certification within one year of employment.

Knowledge, Skills and Abilities
· Ability to coordinate multiple projects and priorities simultaneously, including organizing, tracking, and monitoring timelines, deliverables, and action items
· Ability to collect, analyze, interpret, and present data to support decision-making, program evaluation, and continuous improvement
· Ability to establish and maintain effective working relationships and facilitate collaboration among students, instructors, employers, community partners, and other stakeholders
· Strong verbal and written communication, organizational, planning, customer service, and problem-solving skills
· Ability to identify operational challenges, recommend process improvements, and exercise sound judgment in resolving issues
· Ability to maintain confidential information and work independently while supporting departmental goals and strategic priorities
· Proficient computer skills, including Microsoft Office, project tracking software and systems, databases, and other business software applications
· Ability to operate standard office equipment including phone and copier

Physical Demands and Work Environment
The physical demands and work environment described here are representative of those that must be met or are encountered by an employee in the normal course of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Physical requirements and environment are typical of those in a general office and classroom setting. This job involves regular sitting, standing, walking, bending, reaching, speaking, hearing, and computer use. The position may require occasional lifting of materials or equipment weighing up to 25 pounds. A wide variety of standard office equipment is continually used, including phone, copier, printer and computer.
Occasional travel by vehicle between Workforce Training Center locations, healthcare facilities, clinical sites, and community partner locations is required; employees must be able to get in and out of vehicle as needed while traveling and gain access to facilities by climbing stairs as well as negotiating driveways and sidewalks. Must be able to perform these duties year-round in weather that is sometimes wet, icy, or snow packed. Occasional evening and weekend work may be required to support program operations, events, and stakeholder activities.
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