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POSITION DESCRIPTION (Exempt/Full-Time) 
 

TITLE: Workforce 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 Senior Director of Member Services, the Workforce Manager is responsible for the CCALAC 
Community HealthCorps program and the expansion and operation of CCALAC’s Workforce Development 
Program. The Workforce Manager will assist Member clinics with their recruitment, retention, and training 
strategies to ensure that they have well-trained and appropriate staff to meet increasing workforce demands.  
 
JOB DUTIES: 

1. Oversee CCALAC’s Workforce Development Program and program-related activities. 
2. Works with the Senior Director of Member Services to develop and implement workforce strategies for 

the Association. 
3. Support the development of program plans and objectives that contribute to the overall AmeriCorps 

Health Fellows mission and goals for AmeriCorps Health Fellows at placement sites (clinics) throughout 
Los Angeles. 

4. Provide leadership with the development and implementation of new workforce initiatives including: RN 
Residency program, Area Health Education Center (AHEC) Scholars program. 

5. Assist with the advancement of clinic endeavors promoting service excellence, leadership development, 
diversity and cultural competency, performance management, succession planning, and other topics as 
identified. 

6. Survey CCALAC’s Members on human resource/workforce issues and training needs.  
7. Develop and/or acquire training content and materials. 
8. Provide support and direction to the Human Resources (HR) Roundtable comprised of staff working in 

this area from our Member clinics; facilitate and lead these meetings. 
9. Work with external partners on the implementation of various recruitment and retention resources for 

use by Member clinics. 
10. Hire and supervise consultants when appropriate to provide content-area expertise in training and 

technical assistance to Members. 
11. Assess current student/resident training capacity, placements, and needs/interests at Member clinics; 

assist clinics in developing additional capacity based on training interests/needs. 
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12. Conduct surveys of Member clinics to get baseline data on the current training, internships, and rotations 
of health-profession students and residents; explore areas for further development in the training of 
health professionals. 

13. Outreach to health-profession training institutions based on clinic interest in developing partnerships and 
providing placements/rotations for students/residents.  

14. Support the provision of presentations to students of health professions and residents. 
15. Develop a training curriculum for individuals interested in hosting students/residents at clinics. 
16. Provide training, technical assistance, and support to clinic staff hosting students/residents. 
17. Assist with the development of a business plan for CCALAC to sustain and increases services and 

programs to meet clinic workforce needs. 
18. Assist with the development and implementation of feedback and program evaluation mechanisms. 
19. Assist in collecting and recording data for tracking operational measurements; recommend and integrate 

improvement strategies based on findings.  
20. Collect data, maintain documentation, and prepare program reports. 
21. Develop local partnerships and supplemental funding opportunities. 
22. Develop and manage an effective plan for the future direction of areas of responsibility. 
23. Represent CCALAC at local, state and regional meetings. 

 
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 Workforce Recruitment and Retention Coordinator and the AmeriCorps Program Manager, 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 a work-related discipline/field from an accredited college or university. An advanced 

degree in a related /field e.g. Social Work, public health, health administration, business administration, 
is preferred. 

2. Experience in developing and implementing trainings and training materials. 
3. Must exhibit a passion for workforce development in the field of primary health care. 
4. Must be self-motivated and comfortable working on issues that are not well defined. 
5. Must have two (2) plus years of experience leading workgroups with multiple stakeholders and the ability 

to foster effective working relationships and build consensus. 
6. Two (2) years of professional experience preferably within an academic and healthcare related 

environment, or an organization providing training and technical assistance on issues in workforce 
development. 

7. Two (2) years of experience in supervisor or team leader role. 
8. Must pass a National Service Criminal History Check to work on the AmeriCorps program. 
9. Experience working in a community clinic and /or nonprofit healthcare setting preferred. 
10. Experience in the development of databases, correspondence, collateral material, newsletters, manuals, 

presentations, and publications are preferred. 
11. Skilled at developing and managing a budget. 
12. Familiarity with social media, blogs, and digital media (vimeo/YouTube).  
13. Excellent creative thinking, problem-solving, and trouble-shooting skills. 
14. Ability to display patience when dealing with difficult and stressful situation. 
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15. Ability to apply judgment and make informed decisions. 
16. A minimum of two years experience as clerical support. 
17. Ability to maintain confidential information. 
18. Attention to detail. 
19. Ability to work as part of a team as well as independently with minimal supervision.   
20. Develop and maintain effective working relationships with co-workers. 
21. Strong reading comprehension, oral and written skills required.   
22. 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. 

23. Strong skills with Excel, & MS Office Suite required. 
 

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