
EL CENTRO FAMILY HEALTH 
JOB POSTING 

 
 

DATE:   June 3, 2021 

TITLE:   Care Coordinator  

CLASS:   Non-exempt (Hourly)  

FTE:   Full-Time 

SITE:    Espanola 

   

RESPONSIBILITIES:  

The Care Coordinator will assist patients and their families to navigate and access community services, other resources, and adopt healthy 

behaviors through health promotion, disease prevention and disease management. Provide social support and goal setting, health behavior 

changes and advocates for individuals and community health needs. The Care Coordinator will also indirectly support the clinic team 

(Medical/Behavioral/ Dental) through an integrated approach to care management and community outreach. Care Coordinator is also, 

responsible for the scheduling, rescheduling, and canceling of appointments, to include the screening and transferring of phone calls, 

answer patient questions, appointment confirmations and patient registration while projecting a positive first impression of the 

organization, by communicating effectively with coworkers and the public, by answering all incoming telephone calls for all the medical 

offices. 

Minimum Requirements 

   

Education:                

High school diploma or GED equivalent. 

 

 

Preferred Requirements: 

 

Experience:   

Medical terminology and health insurance claims, Medicaid, and Medicare. Minimum of two (2) years’ experience, with at least one (1) 

year experience in a related field.  

 

Knowledge, Skills and Abilities: 

Bi-lingual- Fluent English/Spanish 

 

Knowledge, Skills and Abilities: 

 

1) Knowledge of basic telephone etiquette and protocols. 

2) Ability to communicate both orally and in writing by telephone and email. 

3) Must have strong customer-service and teamwork orientation.   

4) Knowledge and Fluent skill of Microsoft Office Excel and Word applications, internet explorer usage, and Outlook. 

5) Strong interpersonal, communication skills and the ability to work effectively with a wide range of constituencies in a diverse 

 community. 

6) Knowledge of clerical, organization, and office skills.  

7) Knowledge of Electronic Medical Records systems. 

8) Requires attention to detail ability to relate data elements, and ability to evaluate discrepancies in data and documents using 

 defined sources of information. 

9) Ability to maintain effective work relationships. 

10) Ability to work with people in stressful situations. 

11) Ability to operate, computer, copier, and fax machine. 

12) Ability to travel to outlying locations.  

13) Maintain valid driver’s license and clearance for unrestricted automobile insurance coverage pursuant to NM State law.         

 

EOE/M/F/D/V/Drug-free Workplace 

  
Interested individuals must submit an updated employment application to Human Resources via e-mail at: hr@ecfh.org or fax to 505-747-

8943, ATTN: Samantha Carlson, HR Generalist.   

 

Deadline:  Open until filled. 

mailto:hr@ecfh.org

