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POSITION DESCRIPTION (Exempt/Full-Time) 
 

TITLE: Training and Events Manager 
 

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 Director of Member Programs, the Training and Events Manager is primarily responsible for 
managing CCALAC’s Training Center activities and external events. The Training and Events Manager will act as a 
liaison across the CCALAC divisions to oversee the development, coordination and integrations of trainings and 
events.  The Training and Events Manager is also responsible for strategic planning to identify training needs and 
develop offerings that complement existing opportunities available to CCALAC membership.  This position will 
track and evaluate participation and training or event topics to align strategies, ensuring a breadth and depth of 
training center and event reach.  
 
JOB DUTIES: 
 
TRAINING/EVENT PLANNING AND GUIDANCE  

1. Partner with internal staff and external stakeholders regarding health center employee training needs.  
2. Assess training needs for health center member staff.  
3. Identify internal and external training programs to address competency gaps. 
4. Organize, develop or source training programs to meet specific training needs. 
5. Manage organization-wide annual training calendar.  
6. Manage the Annual Healthcare symposium session development, recruitment of presenters, and day of 

planning and evaluation. 
7. Manage training and events across the agency to insure consistency, and high quality programming and 

diverse content to meet member needs.  
8. Collaborate with subject matter experts regarding instructional design. 
9. Develop training aids such as manuals, handbooks and online resources. 
10. Facilitate learning through a variety of delivery methods including classroom instruction, virtual training, 

on-the-job coaching.  
11. Design and apply assessment tools to measure training effectiveness. 
12. Oversee the tracking and reporting on training or event outcomes.  
13. Establish and maintain relationships with external training partners. 
14. Oversee records of trainings/events, participation and other demographic data.  
15. Monitor, coordinate, and report on program activities as appropriate. 
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16. Partner with staff across the agency to market available training opportunities to target audiences.  
17. Other duties as assigned.  
 

OPERATIONS/MANAGEMENT: 
1. Participates as a member of the management team to strengthen and support the programmatic, 

financial and operational goals of CCALAC.  
2. Supervises Event Coordinator, as well as any consultants to the program.  
3. Performs supervisory duties related to interviewing and hiring staff, recommending termination, 

managing performance, counseling and providing training and development opportunities to employees.  
4. Oversees implementation of grants, submits reports to funders as required, manages program budgets; 

assists with grant writing as needed.  
5. Participates in Association events and represents the Association as requested.  
6. Other duties as assigned.  

MINIMUM JOB REQUIREMENTS 
1. Bachelor’s degree in related field. Master’s degree preferred.  
2. A minimum of three (3) years of experience in the areas of training and program coordination.  
3. 1-2 years of experience in supervisor or team leader role preferred. 
4. Knowledge of adult instruction, instructional design, training methodologies and learning theory and 

principles.  
5. Experience in developing and implementing trainings and training materials. 
6. Strong planning, organizing and communication skills required.  
7. Strong reading comprehension, oral and written skills required.  
8. Experience presenting information in written, graphic and oral formats.  
9. Excellent creative thinking, problem-solving, and trouble-shooting skills. 
10. Ability to maintain confidential information. 
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. 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. 

14. Strong skills with Excel, & MS Office Suite required. 
15. Excellent problem solving skills.  
16. Attention to details.  

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