
 

 

  
 

 
TITLE Preventive Health Care 

Coordinator 
DIVISION/WORK 
UNIT  
 

Clinical Administration 

 

REPORTS TO Quality Improvement and 
Performance Manager 

STATUS Full-time Non Exempt   
 

WORK SAFETY  
 

Medical      

DATE ISSUED 
 

03/2016   

Position Summary 
 
Responsible for: 
One-on-one and group education/outreach to women and men on reproductive health methods, cancer 
prevention and screening.  Assists patients in navigating medical system for appointments, care coordination 
and follow-up appointments for preventive and women’s health issues. Motivates patients to be active and 
engaged participants in their health through clinic and community outreach; builds and maintains positive 
working relationships with patients, healthcare providers and community organizations involved in the 
Patient-centered Medical Home. 
 
Essential Functions 

1. Using EPIC electronic record system to flag patients who are due for cancer screenings including 

Pap Tests, Mammograms and Colorectal Cancer Screening Tests.  

2. Confers as needed and on a timely basis with Clinical Team, including Chronic Disease Care 

Coordinators, Nurses, Medical Assistants and Providers regarding patient care plans as they relate 

to Preventive Health.  

3. Provides culturally appropriate support and information for patients and their families through follow-

up phone calls and makes reminder calls as needed.  

4. Assists patients in overcoming barriers to obtaining needed medical care and social services; 

facilitates and coordinates services between health care providers; helps patients utilize resources, 

including scheduling appointments and assisting with completion of applications for programs for 

which they may be eligible; follows up on pending applications. 

5. Accurately tracks and documents communication with patients; calls and sends letters to patients 

who are due for tests, and follows patients until all treatments are complete.  

6. Continuously expands knowledge and understanding of community resources, services and 

programs provided; attends outreach/education events in the community and conducts health 

education workshops at clinic and in the community. 

7. Completes monthly audits of patients for several quality health indicators and other quality 

improvement activities as needed.   

8. Other quality improvement activities as assigned. 

Communications and Problem-Solving: Ensures effective, professional communications within and 
outside of the Clinic setting and effectively resolves problems relating to the provision of medical services 
at the Clinic site 

1. Communicates professionally and effectively with all levels of staff, volunteers, and patients. 
2. Provides sensitive and accurate information to patients needing referral to outside providers. 
3. Assists patients in navigating care with both in house and outside providers by facilitating scheduling 

of visits, identifying barriers to receiving care, and assisting with providing referrals to community and 
internal resources.  

4. Consistently utilizes and facilitates effective strategies to communicate pertinent information in a 
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timely manner. 
5. Adheres to privacy and information security requirements (HIPAA) and other regulations. 
6. Provides health education and patient instructions as defined by protocol and as appropriate to 

promote the understanding and adherence to cancer screenings and reproductive health.  
7. Through teamwork, active participation, and accountability, exhibits behaviors and attitudes of 

courtesy and respect for all members of the Division/Work unit in accordance with Clinic’s mission 
and values. 

8. Maintains high level of respect and confidentiality in handling patient information at all times. 
9. Works collaboratively with other departments.  Promotes and supports the patient centered medical 

home.  
10. Presents a positive and professional demeanor.   
11. Treats patients with respect and dignity.   

 
Specialty Services: 

1. Is fully knowledgeable of program enrollment requirements. 
2. Enrolls patients in Breast, Cervical Cancer Treatment Program (BCCTP) or other health programs as 

appropriate and coordinates initial appointments for follow up care under the supervision and 
guidance of a clinician and/or supervisor.   

3. Works closely with in-house providers and other staff members to ensure appropriate referrals and 
follow-up care.  

4. Follows up with specialty providers relative to appointment status, delivery of care, and receipt of 
applicable reports. 

5. Utilizing computer database programs, enters all required information and close cases as 
appropriate. 

6. Case coordinates all appropriate patients ensuing the highest quality care. 
 
Regulatory Compliance:  

1. Performs functions, duties and/or services in compliance with regulatory agencies, contractual 

obligations and funding sources. 

2. Maintains records/documents in accordance with Policies and Procedures, contractual obligations 

and funding sources. 

Qualifications: 
1. Minimum of a Certification for Medical Assistant from a California accredited school 
2. At least 2 years experience in a clinical setting 
3. CPR Certified – Adult, Child, Infant (Provider), including Obstructed Airway sponsored by the 

American Heart Association or the American Red Cross required 
4. Related work experience in public health, health outreach and education 
5. PC literate with experience with Microsoft Outlook, Word and Excel 
6. Strong interpersonal communication skills, excellent public speaking abilities, strong written and 

verbal English skills 
7. Excellent organizational skills 
8. Detail oriented 
9. Bilingual – English/Spanish preferred 
10. Ability to multi-task and work cooperatively with others 
11. Ability to type a minimum of 27 words per minute. Familiarity with computer keyboard  
12. Valid CA Driver’s License and ability to drive to different locations for outreach 
13. Evenings and Week-ends occasionally required for outreach events 
14. Ability to perform all tasks and job responsibilities safely without injury to self and others in 

compliance with Saban Community Clinic Guidelines 
15. Able to demonstrate ability to respond with sensitivity to people of diverse cultures, various lifestyles 

and diagnoses 
16. Excellent customer services skills 
17. Willing to commit to the philosophy and goals of The Saban Community Clinic 

 
Typically, these skills are the result of completion of education and training that provides the necessary medical 
licenses and several years of experience, preferably including some in a community clinic environment.  
The incumbent must be able to perform this job safely, without endangering the health or safety of him/herself or 
others. 
 



 

Acknowledgement: 
I have been given a copy of this position description.  I understand that I may be asked to perform responsibilities and duties 
not listed in the description and that my duties may change at any time, according to the Clinic’s needs. Nothing in this position 
description is intended to create a contract of employment of any type.  Employment at Saban Community Clinic is strictly on 
an at-will basis. 

Employee Name (please print) 
 
 
 

Employee Signature Date 

I certify that I have discussed the position description with the employee.   

Supervisor Name (please print) 
 
 
 

Supervisor Signature Date 

 

cc:  Incumbent 
 Employee’s File 

 Supervisor 


