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POSITION DESCRIPTION (Exempt/Full-Time) 
 

TITLE: AmeriCorps Program Coordinator 
 

ABOUT CCALAC 
The Community Clinic Association of Los Angeles County (CCALAC) is a non-profit membership 
organization that provides a wide variety of essential services to LA’s community clinics and health 
centers (clinics). Founded in 1994, CCALAC’s mission is to, “promote community clinics and health 
centers as providers and advocates for expanding access to quality comprehensive health care for 
medically underserved people in Los Angeles County.” 
 
CCALAC’s 63 member organizations serve over 1.4 million patients each year, regardless of ability to 
pay. These organizations include private, non-profit, 330-designated federally qualified health centers 
(FQHCs), FQHC Look-Alikes, free and community clinics.  
 
JOB SUMMARY  
Reporting to the Workforce Manager, this position oversees the implementation and operation of 
CCALAC’s AmeriCorps Health Fellows program. This position supports both the participating host site 
clinics and the AmeriCorps members that are participating in the AmeriCorps program. 
 
JOB DUTIES: 

1. Manage team of 23 AmeriCorps Health Fellows for 11-months of AmeriCorps service. 
2. Maintain regular communication and oversight of supervisor performance across 11 host-site 

clinics 
3. Facilitate mid-and end-term evaluations of members. 
4. Create and implement regular monthly in-service training sessions for members. This provision 

includes team meetings to plan in–service trainings, as well as regular community service 
projects and participation in state commission-sponsored activities. 

5. Provide regular professional development support for members and site supervisors, including 
coordination and facilitation of one-on-one professional counseling sessions. 

6. Collect monthly data and report on member activities at the placement sites. 
7. Execute and monitor Host Site Agreements with placement sites, which will delineate the 

programmatic, supervisory, reporting and fiscal responsibilities of each site. 
8. Submit regular program reports, as well as quarterly performance measures to California 

Volunteers.  
9. Participate in monthly calls with California Volunteers and our assigned Program Officer.  
10. Approve member’s bi-monthly timesheets and service reports and process paperwork related to 

program administration. 
11. Act as liaison between the California Volunteers, Corporation for National and Community 

Service, national office, CCALAC, host sites, and AmeriCorps members. 
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12. Represent CCALAC & the AmeriCorps Health Fellows program at trainings and meetings locally, 
regionally and nationally, as needed. 

13. Travel between sites within Los Angeles County; transport materials to sites, as needed. 
14. Coordinate regular on-site visits to support members and supervisors, provide feedback on 

program operations and ensure compliance with AmeriCorps, California Volunteers, and CNCS 
guidance. 

15. Research and develop additional opportunities for pipeline and volunteer programming. 
16. Assist with surveying CCALAC member clinics on pipeline and volunteer issues and training 

needs. 
17. Other duties as assigned. 

MINIMUM JOB REQUIREMENTS 
1. Bachelor’s degree in psychology, counseling or social work; experience in counseling a plus. 
2. Experience with AmeriCorps or other similar volunteer programs.  
3. Supervisor experience as well as mentoring experience. 
4. A minimum of two (2) years of progressively responsible and directly related work experience. 
5. Experience working in a community clinic and/or nonprofit healthcare, education, or workforce 

development setting. 
6. Demonstrated ability to effectively manage time, interpersonal relationships, resources and 

information. 
7. Excellent oral and written communication skills in English; bilingual fluency in Spanish preferred. 
8. Familiarity with social media, blogs, and digital media (Vimeo/YouTube) 
9. Ability to maintain confidential information. 
10. Attention to detail. 
11. Ability to work as part of a team as well as independently with minimal supervision.   
12. Develop and maintain effective working relationships with co-workers. 
13. Strong reading comprehension, oral and written skills required.   
14. Basic business math skills including being able to perform basic arithmetic operations such as 

addition, subtraction, multiplication and division of whole numbers, fractions and decimals, 
measure lengths and distances, solve simple equations. 

15. Strong skills with Excel, & MS Office Suite required. 
16. Must be able to pass a tier background checks which includes a sex offender check (NSOPW), a 

state check (DOJ), and a federal background check (FBI).  
 

If you are interested in applying for this position, please submit cover letter and resume to 
humanresources@ccalac.org.  
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