
  

Homeless Clinic Coordinator 

Venice Family Clinic is a leader in providing comprehensive, high-quality 
primary health care to people in need with compassion, dignity and respect. In 
November 2021, Venice Family Clinic merged with South Bay Family Health 
Care, uniting more than a century of experience helping patients regardless of 
their income, insurance or immigration status. The organization now has more 
than 500 staff who serve 45,000 people from the Santa Monica Mountains 
through the South Bay. We have 17 locations plus two mobile clinics and an 
expansive street medicine program for people experiencing homelessness. Read 
more about us at venicefamilyclinic.org. 

The Site Operations Coordinator supervises and coordinates daily clinic 
operations at a VFC clinical site, as well as provides direct services. The Site 
Operations Coordinator is responsible for ensuring efficient and high quality 
operations and services, ensure efficient coordination, management of 
workflow, efficient implementation of new services, and management of 
operations staff as prescribed by VFC’s protocols, policies, and 
procedures.  The Site Operations Coordinator reports to the Homeless Site 
Manager and directs the work of others Front Desk and Care Coordinators. 
Incumbent performs a full range of reception and financial screening duties for 
the low-income and homeless patients of a community based, primary health 
care clinic.  Responsible for voiding encounters when errors occur with 
collections, fees and charges.  Distribution of key nest for each individual 
employee. Provide exceptional customer service to all internal and external 
customers and assist with difficult situations as they arise. Maintain logs for 
returned checks, denied credit card payments and contact patients to collect 
money.   Ensure that all appointments are filled on a daily basis.  Provide 
prompt and courteous assistance at time of check-in.  Answer, screen and triage 
a high volume of incoming calls, verify financial and geographic eligibility, 
schedule patients according to their assigned provider.  Verify and update 
patient demographics in NextGen.  Perform other duties as assigned by 
supervisor. 

 

 



  

Qualifications 
Required: 

• 3-5 years of experience in a healthcare or medical setting 
• Bilingual English/Spanish 
• Able to use MS Office programs, including MS Word, Excel, and 

Outlook  
• Must possess and maintain a  a valid driver’s license  

Preferred: 

• Excellent verbal and written communication skills  
• Effectively interact with people and develop positive relationships while 

being tactful, respectful, and direct in communication  
• Ability to embrace diversity and build and maintain successful teams 
• Familiarity with and ability to use process improvement methodology  
• Able to accurately and efficiently use Next Gen PMS and EHR  
• Able to use data for decision making   

 


