
Kentuckiana Health Collaborative 
Part-Time Project Coordinator 

 
A growing non-profit organization dedicated to improving healthcare quality, cost, and experience in the Greater 
Louisville area is looking for an energetic, conscientious and detail-oriented individual who enjoys making a difference, 
being part of a team, and takes pride in their career to work in our fast-paced, family-friendly office. 
 
Our busy team is seeking a Healthcare Project Coordinator who can manage a project from initiation to completion. The 
Project Coordinator will be responsible for creating and managing timelines and action plans, gathering expert input on 
project work, and writing educational materials, communication, and summary reports for grants. We are seeking a 
detail-oriented individual that can ensure that each project is completed on time and at or under budget. 
 
JOB DESCRIPTION/RESPONSIBILITIES: 

• Coordinate health and healthcare improvement activities in the community 

• Facilitate multiple stakeholders to plan, problem-solve, and implement activities to address identified priorities of 
the coalition.   

• Develop relationships with business and healthcare stakeholders for partnership and participation.   

• Promote active and broad participation by volunteers for KHC’s work.  

• Monitor the project from initiation through delivery and monitor for continuous improvement.  

• Identify and interface with technical experts.  

• Consult and make recommendations to Executive Directors or Project Director on significant issues.  

• Ability to interact with all levels including senior management and influence decision-making.  

• Proven ability to determine key business issues, develop effective action plans and implement to successful 
conclusion.  

• Ability to operate at a strategic business level and fully incorporate business strategies within all projects.  

• Establish sound working relationships and cooperative arrangements with community groups and organizations  

• Develop publications and email communications as needed.     

• Schedule and organize complex activities such as meetings, travel, and events  

• Work independently and within a team on special nonrecurring and ongoing projects. Work on special projects, at 
the request of leadership, which may include: disseminating information, coordinating direct mailings, creating 
newsletters, and summarizing evaluations. 
 

Other Duties 

• Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or 
responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at 
any time with or without notice. 

 
REQUIREMENTS/QUALIFICATIONS: 

• Bachelor’s Degree 

• Proficient in MS Office suite and WordPress a plus 

• Project coordination experience 

• The ability to work with multiple staff 

• Requires strong communication skills, both verbal and written, organizational skills, both analytical and problem 
solving, and the ability to work with confidential documents. 

• Ability to manage multiple tasks and achieve deadlines under pressure. 
 
Special and Physical Requirements: 

• Lifts and moves materials weighing up to 20lbs.  

• Spends time sitting, standing, and working.  

• Must be available to work extended hours, including evenings, as needed.   

• Must provide own transportation to business meetings or Home office as needed 



 
This position is needed for 20-30 hours per week, January to April of 2018 with the possibility of continued employment 
based on grant funding. Days and hours of work will generally be Monday through Friday, 8:00 a.m. to 4:30 p.m. A few 
times per month meetings and events outside of this time frame may require a change of hours. Hours are negotiable 
and flexible; some remote work is possible.  
  
Please send resume and salary requirement to:  info@khcollaborative.org 

mailto:info@khcollaborative.org

