[image: 1207_FINAL_PBGH_Logo_RGB.eps]

Project Coordinator, California Quality Collaborative
Pacific Business Group on Health

The Organization
The Pacific Business Group on Health (PBGH) is an energetic, fast-moving, non-profit organization whose mission is to improve the quality of health care while moderating costs. We are a dedicated group of innovative thinkers who are committed to excellence, appreciate and foster a sense of humor and embrace change and team play as essential to success. We care about the work we do and the difference that we make. This is your chance to make a difference too.

Position Description
We are looking for a dynamic individual to act as a Project Coordinator for the California Quality Collaborative (CQC) a state-wide healthcare improvement organization dedicated to advancing the quality and efficiency of patient care in California.  This is an excellent opportunity for someone who wants to learn more about innovative approaches to improving health care and be exposed to the workings of provider organizations throughout the state.  Growth opportunities may be available for those who wish to take on additional responsibilities and develop content expertise and project management skills.  

The Project Coordinator is responsible for program administration, coordination and implementation for (CQC). CQC offers numerous training and education programs and opportunities throughout California for managers and physicians to improve care. The Project Coordinator will support the growth of the program by serving as coordinator, maintaining timelines and budget and assuring events are well-planned and executed. This position is a key member of the team responsible for overall program implementation.  This position reports to the Director, California Quality Collaborative.

Primary Responsibilities
· Schedule, coordinate and implement on-site training events for 30-150 attendees (1-2 per month on average)
· Develop and manage event timelines, distribution lists and deliverables
· Coordinate on-site event logistics: reserve meeting space, order food, act as on-site event coordinator
· Coordinate meeting material production 
· Email attendees reminders, materials and other pertinent program information
· Create online registration page and monitor online registration
· Schedule and convene planning group and faculty meetings (teleconferences) and assist in preparation of agenda and meeting content
· Coordinate and implement webinars (1-2 per month on average)
· Responsible for program-wide administration:
· Schedule staff, planning and program meetings and produce meeting summaries, as necessary
· Responsible for program-wide administration, including managing distribution lists, coordinating project timelines, contracting oversight, and monitoring budgets
· Manage grant contracts and reporting
· Maintain continuing education credit programs through existing vendors
· Interest and ability in developing content knowledge related to quality improvement techniques, health care quality measures, physician organization operations, and health care reform, to assist in the development of program content
· Travel within California required (1-2 trips per month on average)


Qualifications
· Three or more years of project administration or coordination experience. Demonstrated success in effectively and efficiently managing programs, events and meetings from conception to conclusion and satisfactorily meeting customer/stakeholder/user requirements.
· Effective organization, prioritization, time management, multi-tasking and positive, consensus-based interpersonal skills. 
· Attentive to detail, producing consistent, high quality, reliable work product.
· Works effectively and efficiently in fast paced, deadline driven environments both as a team member and individually with minimal supervision.
· Interfaces effectively and positively at all levels of internal and external management and staff.
· Demonstrates outstanding interpersonal written, verbal and listening communications skills.  
· Bachelor’s degree required. 
· Proficient PC skills including Microsoft Office applications (Word, Excel, Access, Outlook), Internet, web-authoring tools, web site management tools and the ability and willingness to learn new software applications as needed.
· Knowledge of issues and concerns in the California health care market is a plus.

It is not intended that the above listed duties reflect every job duty, responsibility or task that the employee may be called upon to perform.  The employee is expected to perform all job related duties and tasks assigned by his/her supervising manager or other authorized manager.

To apply, please send a cover letter and resume to jobs@pbgh.org.
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