
JOB DESCRIPTION

JOB TITLE: Programs Coordinator

Organization Description
Aurora Health Alliance (AHA) is a community-based health alliance of over 2,200 
members that has been working in and for Aurora, Colorado since 2009.  The mission 
of AHA is to collaboratively improve access to care and create a healthier Aurora, with a
focus on our most vulnerable and underserved residents.  A Board, made up of 
representatives from Aurora’s key stakeholders and community representatives, 
oversees the work of AHA.  AHA has three main goals: increasing access to care, 
expanding coverage, and building collaboration.  Much of the work is accomplished 
interest groups that focus on various health issues as determined by the Board, 
membership, and organizational capacity. Current groups are exploring oral health, 
social determinants of health, senior, kids, and access to specialty care.  Staff include 
an Executive Director, Programs Coordinator, and Communications Coordinator; all 
working part-time. AHA staff work as independent contractors and are not employees of
the organization.  AHA does not maintain an office; staff work remotely from their home 
or other office.

Job Summary
The Programs Coordinator (PC) reports to the Executive Director.  The PC works 
directly with AHA members and the community to strengthen the healthcare system in 
Aurora; to improve awareness and understanding of the strengths and challenges of the
healthcare system; and to identify where gaps in care exist, and work with community 
partners to address those gaps. The PC also works with the other staff and Board 
Members to ensure AHA is a robust, successful, sustainable organization.  

Responsibilities and Duties
Manage Interest Groups – The Programs Coordinator (PC) coordinates several Interest 
Groups and Quarterly Community Meetings, providing pre-meeting and on-site support. 
This includes activities such as site identification and set-up, speaker support, 
preparation of meeting materials, registration, evaluation, and follow-up.  AHA hosts 
three to six meetings each month, with 15-100 participants.  Most meetings are held in 
the Aurora area.



AHA Board Support – The PC assists the Executive Director in supporting AHA’s Board 
and Committees.  This includes meeting support, information gathering and 
dissemination, and other activities as needed.

Project Coordination and Support – The PC will be responsible for tracking various AHA
activities and performance to facilitate reporting and accountability.  This includes such 
factors such as meeting attendance, response to surveys, AHA communications, etc.

Qualification and Skills
A successful candidate is required to:

o Have previous relevant job and/or volunteer experience.
o Demonstrate excellent writing and communications skills.
o Demonstrate excellent organization skills and the capacity to work independently.
o Have worked in or be very familiar with Aurora, Colorado.
o Have experience with contractual, off-site work. 

A preferred candidate would bring the following experiences and skill sets:
o Working with/for a small not-for-profit organization.
o Working for/with underserved people or communities.
o Excellent writing and communications skills.
o Community outreach, engagement, and organizing.
o Meeting facilitation and presentation skills.

Compensation and Hours  
AHA staff work as independent contractors and are not employees of the AHA.  AHA 
does not maintain an office, so staff work remotely from their home or other office.

As a contracted position, candidates are expected to already have in place the 
equipment and office capacities to accomplish the work.

This position has usually involved 15-20 hours/week.  Most of AHA’s meetings are 
Tuesday, Wednesday, and Thursday, though work on the other days is sometimes 
required.

Hourly rate will be between $18 and $20/hour, depending on skills and experience.

To apply or for more information, please contact Mandy Ashley, Executive Director, at 
mashley@aurorahealthalliance.org. 

mailto:mashley@aurorahealthalliance.org
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