
T.H.E. Health and Wellness Centers 

JOB DESCRIPTION 

 
POSITION:                                          VACCINE COORDINATOR  
DEPARTMENT:                                             Medical Unit  

STATUS:                                                Full-Time, Non-Exempt 

 
POSITION SUMMARY: Under the direction of the Medical Assistant Supervisor the 

Vaccine Coordinator is responsible for all vaccine management for T.H.E Health and 

Wellness Centers, including the training of staff.  This person reports directly to the 

Medical Assistant Supervisor. 

Essential Duties and Responsibilities: 

1. Ordering vaccines  
Perform a physical inventory of all vaccines in stock.  
Account for doses of returned or transferred vaccines since the last order.  
Complete and submit the VFC vaccine order at MyVFCVaccines.org.  

 
2. Receiving vaccines  

Be present when vaccine is delivered and immediately process it into inventory.  
Ensure that acceptable temperature ranges have been maintained.  

 
3. Storing vaccines  

Rotate the vaccine inventory so that vaccines with shorter expiration dates are used first.  
Ensure that there are no expired vaccines in the refrigerator or freezer.  
Keep VFC vaccine separate from private vaccine stock.  
Perform routine cleaning on vaccine storage units.  

 
4. Monitoring vaccine temperatures  

Use a certified calibrated thermometer to review refrigerator and freezer temperatures.  
Record minimum, current, and maximum temperatures on a VFC-supplied log twice a day.  
Take immediate action if temperatures are outside acceptable ranges.  
Implement the emergency vaccine management plan, if necessary.  
Review vaccine temperature logs weekly.  
Retain temperature logs for three years.  
Monitor and Maintain CAIR immunization inventory systems and updates for all life cycles. 
 

5. Submit monthly report of vaccine usage to Supervisor or designate person. 

6. Completes and enters immunization data into patient’s records  

7. Attends and participates in trainings/meetings/ audits as required. 

8. Comply with Medical Unit Policies and Procedures  

9. Other duties as assigned. 



 Education and Qualifications  

 High School Diploma or equivalent  

 Certification in Medical Assistant or  License Vocational Nurse  

 Certification in CPR  

 Computer proficiency  

 Excellent oral and written communication skills  

 Excellent organizational skills  

 Experience utilizing an Electronic Medical Records (EMR) system is highly desirable  

 Experience in the CAIR immunization system 
 

Physical Demands:  
The physical demands described here are representative of those that must be met by an employee 
to successfully perform the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions.  
 
While performing the duties of this job, the employee is regularly required to stand, sit, talk or hear. 
The employee is occasionally required to use hands to handle, or feel objects, keyboard or controls; 
and reach with hands and arms. The employee must occasionally lift and/or move up to 10 pounds. 
Specific vision abilities required by this job include close vision, distance vision, color vision, 
peripheral vision, depth perception, and the ability to adjust focus.  
 
Job Description Disclaimer  
This position requires compliance with Health Center’s written standards, including its Standards of 
Conduct and policies and procedures (“Written Standards”). Such compliance will be an element 
considered as part of the Lead Medical Assistant (B)’s regular performance evaluation.  
 
Failure to comply with Health Center’s Written Standards, which may include the failure to report 
any conduct or event that potentially violates legal or compliance requirements or Health Center’s 
Written Standards, will be met by the enforcement of disciplinary action, up to and including 
possible termination, in accordance with Health Center’s Compliance Program Policy and 
Procedure.  

 

I have reviewed and understand the job functions required of me for the position in employment 
with T.H.E. Clinic, Inc. I understand that T.H.E. Clinic, Inc. reserves the right to modify job duties or 
job descriptions at any time. 
 
 
 
__________________       ______________________       _____________________ 

Employee’s Signature                     Print Name                                Date  
 

___________________       ______________________       _____________________ 

Supervisor’s Signature                     Print Name                                Date  
 


